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se. Fundamentals of Accounts 
INTRODUCTION: 
Business is an economic activity undertaken with the motive of earning profits and to maximize the wealth for 
the owners. As the basic purpose of business is to make profit, one must keep an ongoing track of the activities 
undertaken in course of business. 
The basic questions are to be answered to the Business Owner: 

e What he owns? 

e What he owes? 

e Business in Profit or Loss? 

e Financial position: Will he be able to meet commitments in the near future? 


The answers to these questions are to be found continuously and the best way to find them is tesrecord all the 


business activities. Recording of business activities has to be done in a scientific manner so 4h 


Lt 


t they reveal 


correct outcome. The science of book-keeping and accounting provides an effective solution. 


DEFINITION: 
> “Accounting is the art of recording, classifying and summarizing in a significant manner 


of money, transactions and events which are, in part at least, of a financial character, and interpréting 


1966) 


Accounting is the process of recording financial transactions pertaining to a business. The accounting process 


includes summarizing, analyzing, and reporting these transactions to oversight agencies, regulators, and tax 
collection entities. The financial statements used in accounting are a concise summary of financial transactions 


over an accounting period, summarizing a company’s operations, financial position, and cash flows. 


= = 
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ACCOUNTING CYCLE 


When complete sequence of accounting procedure is done which happens frequently and repeated in the same 


directions during an accounting period, the same is called an accounting cycle. 


Steps/Phases of Accounting Cycle 


The steps or phases of the accounting cycle can be developed as under: 


Recording of 


Transaction 


> 


Closing 
Entries 


Trial 
Balance 


Adjustment | <—~ 
entries 


ACCOUNTING CYCLE 


(i) “a Recording of Transaction: As soon as a transaction happens it is at first recorded in subsidiary book. 

(ii) Journal: The transactions are recorded in Journal chronologically. 

(iii) Ledger: All journals are posted into ledger chronologically and in a classified manner. 

(iv) Trial Balance: After taking all the ledger account closing balances, a Trial Balance is prepared at the end 
of the period for the preparations of financial statements. 

(v) Adjustment Entries: All the adjustments entries are to be recorded properly and adjusted accordingly 
before preparing financial statements. 

(vi) Adjusted Trial Balance: An adjusted Trail Balance may also be prepared. 

(vii) Closing Entries: All the nominal accounts are to be closed by the transferring to Trading Account and 


Profit and Loss Account. 
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(viii) Financial Statements: Financial statement can now be easily prepared, which will exhibit the true 


financial position and operating results. 


=~ Accounting Cycle is generally completed in an Accounting Year and is again repeated in each 
Ls ~ subsequent year. 


Notes 


Examples of Events/Transactions 
e Received Loan from Mr. Sen of Rs.8,00,000 through Cheque 
e Opened Bank Account & deposited Cheque 
e Purchased Land for Rs.4,00,000 
e Given Advance for purchase of Godown Building Rs.75,000 
e Bought a Motorcycle for Rs.50000 
e Given loan to Mr. Roy Rs.1,00,000 
e Started small business by investing Rs.50000 for Tables/ Chairs/Furniture 
e Purchased Goods for Rs.1,00,000 
e Sold 80% of those Goods for Rs.1,20,000 


e Mr. Roy repaid Rs.75,000 out of loan given by you within | month 


e Paid Income Tax on Profit made during the period 


ed to supply after 1 


EXTERNAL USERS 


" Board of directors « Investors 

« Partners = Lenders 

=" Managers = Suppliers 

" Officers =" Government 
= Employees = Customers 


FUNCTIONS OF ACCOUNTING: 


v Measurement Measures past performance of the business entity and depicts its current 
financial position 

Y Forecasting Helps in forecasting future performance and financial position of the enterprise 
using past data 
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Y Decision-making | Provides relevant information to the users of accounts to aid rational decision 


making 
¥ Comparison & Assesses performance achieved in relation to targets which is important for 
Evaluation predicting, comparing and evaluating the financial results 
Y Control Defines weaknesses of the operational system and provides feedbacks regarding 


effectiveness of measures adopted to check such weaknesses 


Y Govt. Regulation | Provides necessary information to the government to exercise control on the 
& Taxation entity as well as in collection of tax revenues 


BASIS OF ACCOUNTING 
a 


Basis of Accounting 


, 


Cash Basis Accrual Basis 
ef ee 


> Cash Basis of Accounting 
Cash Basis of Accounting is a method of recording transactions by which revenueS, cos' 


are reflected in the accounts for the period in which actual receipts or-acfual pay; 


> Accrual Basis of Accounting . 


Accrual Basis of Accounting is,a method 


ization. This basis is also referred to as a mercantile basis of 


SOME IMPORTANT DEFINITIONS & TERMS: 

e Transaction or Financial Event: Any Event, which can be expressed in terms of Money and changes 
the financial position of a business, e.g., buying a house, paying salaries to staff, selling of goods, etc. 
Transaction could be a cash transaction or credit transaction. 

e Profit: The excess of Revenue Income over expense is called profit. It could be calculated for each 
transaction or for business as a whole. 

e Loss: The excess of expense over income is called loss. It could be calculated for each transaction or for 


business as a whole. 


ms a 
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TallyPrime 


Asset: Anything, which enables a Business Enterprise to get cash or a benefit in future, is called Asset. 

o Fixed Assets: Assets that are acquired for a relatively long periods for carrying on the business 
of the enterprise and not meant for resale, e.g., Land, Building, Plant, Machinery etc. 

o Current Assets: Assets which are held essentially for a short-period and are meant for 
converting into cash. They are expected to get converted into cash within one operating cycle of 
business, e.g., Cash, Inventories, Debtors, Bills Receivable, etc. 

o Liquid Assets: Assets which are immediately convertible into cash without much loss, e.g., 
Marketable Securities, Stamps, etc. 

Liabilities: It is the amount which a business owes and has to return or account for, e.g., Loan from 


Banks, Trade Creditors, etc. 


Capital: It refers to the amount invested by the proprietor in a business enterprise. It is an,Owner's A/C, 
i.e., a Personal A/C. 
Revenue: It means income of a recurring nature from any source related to business. 
Expenses: It denotes the cost of service and things used for generating revenue. Expense i different 
from Loss. An expense is supposed to bring some benefit to the firm, whereas a loss bring Dhenefit to 
the firm. 
o Capital Expenses: An expenditure, which has been incurred for the purpo: sf 
long-term advantage for the business, e.g., expenditure incurred for’purc 
o Revenue Expenses: An expenditure, whose benefit-eXpire wi 


incurred merely to maintain the business-of to Aeopyth 


Debtor: A person who owes money to the business is called Debtor. He is a customer to whom goods 


are sold on credit. 

Drawings: It represents an amount of cash, goods or any other assets which the owner withdraws from 
business for his or her personal use. For example, payment of salaries to employees is not a drawing. 
But, if the owner takes money from the business for the payment of his children’s school fee, then this is 
a drawing. Drawings reduce the capital of the owner. 

Stock or Goods Account: Goods is the property in which the business deals. These are properties 
purchased for resale. 


Goods Account can be maintained as follows: 


%. 
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POWER OF SIMPLICITY 
Goods Account 


Purchase A/C...Dr Sales A/c...Cr Purchase Sales 


(Goods come in) (Goods go out) Return A/c...Cr Return A/C...Dr 
(Goods go out) (Goods come in) 


e Discount: An allowance or a deduction allowed from an amount due, is discount. Discount payable is 


an expense of the organization whereas discount received is an income. 

o Trade Discount: It is not recorded in the books, since it is reduced from the pri¢ 

o Cash Discount: It is recorded in the books, since it is reduced from the amoun 

e Investments: Investment Account is a Capital Account as buying and selling Polic 
cannot be shown in Purchase A/C. It is a Real Account and a separate Investme 


maintained. 


ACCOUNTING PRINCIPLES OR STANDARDS: 


transactions. These principles can be classified into two categories: 
1. Accounting Concepts: 


a. Separate Entity Concept: This _coneépt 


or 


» the 'transaeti6 


Money Measurement Concept: According to this concept, only those transactions which are 


expressed in money terms are to be recorded in accounting books. 

d. Accounting Period Concept: All the transactions are recorded in the books of accounts on the 
assumption that profits on these transactions are to be ascertained for a specified period. Thus, 
this concept requires that a balance sheet and profit and loss account should be prepared at 
regular intervals. This is necessary for different purposes like, calculation of profit, ascertaining 
financial position, tax computation, etc. 

e. Accrual Concept: The Accrual Concept is an accounting system, which recognized revenue 
and expenses as they are earned or incurred respectively, without regard to the actual date of 


receipt or payment. 


"a _ 
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Notes 


Fundamentals of Accounts 


Dual Aspect Concept: Every transaction has a dual effect. If there is a Debit, then there has to 
be a corresponding credit of equal amount. If an Asset increase, then there will be a 
corresponding decrease in other assets or an increase in other liabilities. 

Cost Concept: Al transactions are to be recorded in the books of accounts at their Cost Price 
when purchased, and not on Market Price. 

When you value the Closing Stock, take the value of the Market Price or the Cost Price 


whichever is lower. 


2. Accounting Conventions: 


a. 
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Realization Concept: This concept speaks about recording of only those transa¢ 
actually realized. For example, Sale or Profit on sales will be taken into ac 
money is realized i.e., either cash is received or legal ownership is transferred. 

Matching Concept: It is referred to as matching of expenses against incomes 
incomes and expenses relating to the financial period to which the accounts 
taken in to account without regard to the date of receipts or payment. 


Accrual Concept: The accrual concept is based on the recognition of both cash and credit 


transactions. In case of a cash transaction, owner’s equity is instantly affeeted 
received or paid. In a credit transaction, however, a mere obligation towar _ 
is created. . ~ 
Materiality Concept: The materiality-could , 


nature. Error inescription6f a 


account of materiality of amount. Certain accounting treatments depend upon procedures laid 
down by accounting standards. Some transactions are by nature material, irrespective of the 
amount involved. e.g., audit fees, loan to directors. 

Conservatism Concept: Conservatism concept states that when alternative valuations are 
possible, one should select the alternative which fairly represents the economic substance of 
transactions, but when such choice is not clear, select the alternative that is least likely to 
overstate net assets and net income. It provides for all known expenses and losses by best 
estimates if the amount is not known with certainty, but does not recognize revenues and gains 


on the basis of anticipation. 
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f. Consistency Concept: This Concept says that the Accounting practices should not change or 


must remain unchanged over a period of several years. 


DOUBLE ENTRY SYSTEM 
e This is the system of Keeping the Books of Accounts worldwide and now India is also following the 
same 
e  Itis based on the principle that “every business transaction has two accounts in opposite directions and 
if a complete record is to be made of each such transaction, it would be necessary to Debit one account 


and Credit one Account.”’ 


e So “every Debit has a corresponding Credit and every Credit has a corresponding with equal 
amount” 
TYPES OF ACCOUNTS 


U Accounts 
ees 


| Personal U Real | | Nominal 
— Id, -—___, 


+ - + 4 4 


| Natural L Artificial ! Representative ! Tangible _ foto 


Accounts:As the name ests, these are accounts related to persons. 


Natural Personal Accounts: The elements or accounts, which represent persons. e.g., Kumar's A/c, 
Ash A/c ete. 

e Artificial Personal Accounts: Personal accounts which are created artificially bylaw, such as corporate 
bodies and institutions, are called Artificial Personal accounts. e.g., Private Ltd Companies, LLPs, 
Clubs, Societies/Schools etc. 

e Representative Personal Accounts: Accounts which represent a certain person or a group directly or 


indirectly. e.g., Outstanding expense a/c, Prepaid expense a/c 


Real Accounts: All assets of a firm, which are tangible or intangible, fall under the category “Real Accounts’’. 
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e Tangible Real Accounts are related to things that can be touched and felt physically. Few examples of 
tangible real accounts are Building, Machinery, Stock, Land, etc. 

e Intangible Real Accounts are related to things that can’t be touched and felt physically. Few examples 
of such real accounts are Goodwill, Patents (new Invention), Trademarks (Brand Name such as Bata, 


Titan etc.) 


Nominal Accounts: Accounts, which are related to expenses, losses, incomes or gains, are called Nominal 
accounts. Nominal accounts do not really exist in physical form, but behind every nominal account, money is 
involved. E.g., Purchase A/c, Salary A/c, Sales A/c, Commission paid A/c, Commission received A/c. The final 


result of all nominal accounts is either profit or loss, which is then transferred to the capital acco 


RULES OF DEBIT AND CREDIT (CLASSIFICATION BASED) 


‘Personal accounts: Debit the receiver 
Credit the giver (supplier) 


Real accounts: Debit what comes in 
Credit what goes out 


“” Nominal accounts: Debit expenses and losses 
Credit incomes and gains 


The concept of Debit and Credit . 
For Assets Increase in Assets 
Decrease in Assets 2 
For Liabilities Decrease in Liabilities Dr. 
Increase in Liabilities Ck 
For Capital Decrease in Capital Dr. 
Increase in Capital Cr. 
\\| For Incomes Decrease in Income Dr. 
- Increase in Income Cr. 
For Expense Increase in Expense Dr. 
Decrease in Expense Cr. 
For Stock Increase in Stock Dr. 
Decrease in Stock Cr. 
Illustration: Ascertain the debit and credit from the following particulars. 
(a) Started business with capital. 
(b) Bought goods for cash. 


(c) Sold goods for cash. 
(d) Paid salary. 
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(e) Received Interest on Investment. 
(f) Bought goods on credit from Mr. Y 
(g) Paid Rent out of Personal cash. 


[stept Step —=«dv Step 
Personal 


ont 
ot? 


Equation. 
The basic Accounting Equation is: 
Assets = Liabilities + Owner’s-equi 
OrA=L+P 


o 


While trying to do this correlation, please note that incomes or gains will increase owner's equity and expenses 


or losses will reduce it. 


BOOKS OF PRIME ENTRY (JOURNAL) 


A Journal is often referred to as Book of Prime Entry or the book of original entry. In this book, transactions 
are recorded in their chronological order. The process of recording a transaction in a journal is called as 


Journalizing. The entry made in this book is called a Journal Entry. 


Explanation of Journal 


(i) Date Column: This column contains the date of the transaction. 
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(ii) Particulars: This column contains which account is to be debited and which account is to be credited. It is 
also supported by an explanation called narration. 

(iii) Voucher Number: This Column contains the number written on the voucher of the respective transaction. 

(iv) Ledger Folio (L.F.): This column contains the folio (1.e., page no.) of the ledger, where the transaction is 
posted. 

(v) Dr. Amount and Cr. Amount: This column shows the financial value of each transaction. The amount is 


recorded in both the columns, since for every debit there is a corresponding and equal credit. 


The specimen of a journal book is shown below. 


Particulars Voucher | Ledger folio 
number amount(%) | amount(%) 


dd-mm-yy | Name of A/c to be debited Reference of page 


Name of A/c to be number of the A/c in 
credited(narration describing ledger 
the transaction) 


Illustration: 
Journalize the following transactions in the books of Mr. Roy 
2015April 


1 He started business with a capital of — Plant- 00, Stock Rs.12,000 


Bought furniture for'resale Ss 


“Sold furniture out of those for resale Rs.6,000 
Paid Salary to Mr. X for Rs.1,200 
15 Purchased goods from Mr. Mukherjee for cash Rs.3,000 
18 Sold goods to Mr. Sen on credit for Rs.8,000 
20 Mr. Sen returned goods valued Rs.1,000 


22 Received cash from Mr. Sen of Rs.6,500 in full settlement 
28 Bought goods from Mr. Bose on credit for Rs.5,000 
30 Returned goods to Mr. Bose of Rs.500 and paid to Mr. Bose Rs. 4,000 in full settlement. 
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Solutions: 


In the Books of Mr. Roy 
Journal Entries 


Plant A/c Dr. 

Bank A/c Dr. 

Stock A/c Dr. 

To, Capital A/c 

[Being Plant, Bank, Stock introduced to the business] 


Purchase A/c Dr. 
To, Bank A/c 
[Being furniture purchased for resale] 
Furniture A/c Dr. 
To, Bank A/c 
[Being furniture purchased for office decoration] 


Rent A/c Dr. 


To, Capital A/c 
[Being rent paid out of personal cash] 


Cash A/c Dr. 
To, Sales A/c 
[Being furniture out of those meant for resale are sold] 


Salary A/c Dr. 
To, Bank A/c 
[Being salary paid to Mr. X] 


Purchase A/c Dr. 
To, Cash A/c 
[Being goods purchased] 


Mr. Sen A/c Dr. 
To, Sales A/c 
[Being goods sold on credit to Mr. Sen] 


Returns Inward A/c Dr. 
To, Mr. Sen A/c 
[Being goods returned from Mr. Sen] 


Cash A/c Dr. 

Discount Allowed A/c Dr. 

To, Mr. Sen A/c 

[Being cash received from Mr. Sen in full settlement] 


Purchase A/c Dr. 

To, Mr. Bose A/c 

[Being goods purchased from Mr. Bose on credit] 

Mr. Bose A/c Dr. 

To, Cash A/c 

To, Return Outward A/c 

To, Discount Received A/c 

[Being goods returned to Mr. Bose and paid cash in full settlement] 


[s Please observe the convention of entry. Accounts to be debited are written first with 'Dr' as a 


SS suffix, and accounts to be credited are written subsequently with a prefix 'To’. 
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Compound Journal: 


If for a single transaction, only one account is debited and one account is credited, it is known as simple journal. 
If the transaction requires more than one account which, is to be debited or more than one account is to be 
credited, it is known as Compound Journal. 

The following illustration will make it clear: 

Illustration: 

(1) Started business with Cash Rs.50,000; Plant Rs.24,000; Stock Rs.4,000 

(ii) Sold Goods for Cash Rs.8,000 and to Ms. Agarwal for Rs.10,000 

(iii) Ms. Agarwal settled her account less discount Rs.600 

Solution: 


In the Books of ......... 
Journal 


Cash A/c Dr. 

Plant A/c Dr. 

Stock A/c Dr. 

To Capital A/c 

(Being business started with cash, plant and stock as capital) 


Cash A/c Dr. 

Ms. Agarwal's A/c Dr. 

To Sales A/c 

(Being goods sold for cash % 8,000 and on credit = 10,000) 


Cash A/c Dr. 

Discount Allowed A/c Dr. 

To Ms. Agarwal's A/c 

(Being cash received as final settlement and discount allowed) 


SUBSIDIARY BOOKS 


All cash and bank transactions 


All credit purchase of goods — only those Goods that are purchased for resale 
are covered here. register. 


All credit sale of goods Sales Day Book or sales register 


All purchase returns — i.e. return of goods back to suppliers due to defects Purchase Return Book or Return 
Outward Book 


All sales returns — i.e. return of goods back from Customers Sales Return Book or Return 
Inward Book 


Bills Receivable Book 


Bills Payable Book 


For all other transactions not covered in any of the above categories — i.e. | Journal Proper 
purchase or sale of assets, expense accruals, rectification entries, adjusting 
entries, opening entries and closing entries. 
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CASH BOOK 

The Cash Book is used to record receipts and payments of cash. It works as a book of original entry as well as a 
ledger account. The entries related to receipt and payment of cash are first recorded in the cash book and then 
posted to the relevant ledger accounts. Moreover, a Cash Book is a substitute for a Cash Account in the ledger. 


A company that properly maintains a cash book does not need to open a cash account in its ledger. 


Single column cash book 
The single column cash book (also known as simple cash book) is a cash book that is used to record only cash 


transactions of a business. It is very identical to a traditional cash account in which all cash receipts are recorded 
on left hand (debit) side and all cash payments are recorded on right hand (credit) side in a chropelogical order. 
The single column cash book has only one money column on both debit and credit sides titled as “amount”, 


which is periodically totaled and balanced like a T-account. 


The specimen/format of a single column cash book is given below: 


Dr. (Receipts) CASH BOOK Cr. (Payments) 


[Date | Description [VN] PR]Amount] Date | Description [VN [PR]Amoal 


4 
ae 


The purpose of five columns used on both sides of a single,celtimn iS Briefly explained below: 


cord the year, month and actual date of each cash 


“Description: The description column is used to record the account titles to be debited or credited as a 
result of each cash transaction. A short explanation (also known as narration) of each cash transaction 
may also be written in this column. This column is sometime titled as “particulars”. 

e Voucher No: Voucher is a document that supports a business transaction. This column is used to record 

the serial number of a receipt voucher or payment voucher. 

e Posting reference: This column is used to write the page number of each ledger account named in the 

description column of the cash book. 

e Amount: The amount column of single column cash book is used to record the money value of each 


cash transaction. 


a | 22 
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Illustration: 
The Harper Company uses a single column cash book to record all cash transactions. It engaged in the 
following cash transactions during the month of September 2016. 
e Sep.01: Cash in hand at start of the month Rs.4,654. 
e Sep.02: Paid salaries to employees for the last month Rs.3,000. 
e Sep.05: Cash received from S & Co. for a previous credit sale Rs.2,720. 
e Sep.06: Merchandise purchased for cash Rs.1,400. 
e Sep.07: Merchandise sold for cash Rs.4,700. 
e Sep.10: Office furniture purchased for cash Rs.3,080. 
e Sep.12: Stationary purchased for cash Rs.170. 
e Sep.15: Merchandise sold for cash Rs.9,000. 
e Sep.17: Cash paid to A & Co. for a previous credit purchase Rs.1,780. 
e Sep.20: Merchandise purchased for cash Rs.2,460. 
e Sep.21: Merchandise sold for cash Rs.4,680. 
e Sep.24: Cash received from S & Co. for a previous credit sale Rs.2,400. 
e Sep.28: Cash paid for office rent Rs.1,600. 
e Sep.30: Merchandise sold for cash Rs.7,200 


from the aah book to the relevant ledger accounts in general and subsidiary ledgers. 
Solution: 


—_ column cash book of Harper Company: > 


® (Receipts) CASH BOOK 


Oct.01}Balance b/d 
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General ledger of Harper Company: 
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Accounts receivable subsidiary ledger of Harper Company: 


S & Co. 


Accounts payable subsidiary ledger of Harper Company: 


A & Co. 


cash Hook. The cash column i is used to record all cash transactions and oon. as a cash account, whereas 
bank’Column is used to record all receipts and payments made by checks and works as a bank account. Both the 
columns are totaled and balanced like a traditional T-account at the end of an appropriate period, which is 
usually one month. 


The format/specimen of a double column cash book is given below: 


zeae on CASH BOOK Cr. (Payments) 
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Tilustration: 


The Edward Company uses a double column cash book to record its cash and bank related transactions. It 
engaged in the following transactions during the month of March 2018: 

e March 01: Cash balance Rs.1,450 (Dr.), bank balance Rs.1,500 (Dr.). 

e March 02: Paid Mark & Co. by check Rs.120. 

e March 04: Received from John & Co. a check amounting to Rs.400. 

e March 05: Deposited into bank the check received from John & Co. on March 04. 

e March 08: Purchased stationary for cash, Rs.25. 

e March 12: Purchased merchandise for cash, Rs.525. 

e March 13: Sold merchandise for cash, Rs.1,800. 

e March 15: Cash deposited into bank, Rs.850. 

e March 17: Withdrew from bank for personal expenses, Rs.40. 

e March 19: Issued a check for merchandise purchased, Rs.630. 

e March 20: Drew from bank for office use, Rs.150. 

e March 22: Received a check from Peter & Co. and deposited the same into bank imme 

e March 25: Paid a check to Daniel Inc. for Rs.270. 

e March 26: Bought furniture for cash for office use, Rs.175. 

e March 28: Paid office rent by check, Rs.120. 

e March 29: Cash sales, Rs.650. 

e March 30: Withdrew from bank for office use, Rs.145. 

e March 31: Paid salary to employees by check, Rs.300. 


Required: Record the above transactions in a double column cash book“an there from into relevant 


ledger accounts. 
Solution: 


Cash book: 


Cr. (Payments) 


Mar.01)Balance b/d 
Mar.04/John & Co. 00 Mar.05/Bank 

Mar.05/Cash ; Mar.08|Stationary 
Mar. 13)Sales 1,800 Mar. 12/Purchases 
Mar. 15|Cash 


Mar. 17|Drawings 
Mar22|Peter & Co O|Mar.19/Purchases 
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-.25|Daniel Inc. 
ar.26|Furniture 


ar. 30/Cash 
ar.31|Salaries 


Mar.3 1/Balance od 


Apr.01/Balance b/d 


General ledger: 


2018 2018 
Bank 36 300 


PURCHASES 
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OFFICE FURNITURE 


[Date [Description [PR[Amount [Date] Description [PR[Amount 


2 2018 
Cash 36 175 


[Date [Desspton [PR[ Amount] Deie] Dewsiption [PR[ Amount 


STATIONARY 


[Date [Description [PR[Amount] Date] Dessription [PR[Amod 


60 —<el\* seo 


Accounts scape subsidiary. ae 


Pa di 


¢ 
N- 
ANN NN 
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Accounts payable subsidiary ledger: 


MARK & CO 


[Date | Description [PR[Amount|Date] Deseription | 


2018 
2|Bank 36 120 


DANIEL INC 


2018 
Mar.25 


Triple Column Cash Book 


Triple Column Cash Book has three amount of columns, one for Cash, one for Ba id one for 


Discount, on each side. Discount allowed is an expense and discount received is an income of the business, All 
cash receipts, deposits into bank and discount allowed are recorded on the debit side and all. _casti 


withdrawals from the bank and discount received are recorded on the credit side. In fact;% a Tibi? um 
book serves the purpose of Cash Account and Bank Account both. Thus, there- 4€ no need, ereate these two 


accounts in the ledger. 


Cr. (Payments) 


Tilustration: 


Let us see an illustration of the following cash and bank transactions in the books of Mr. Abhishek 
January | - Opening cash balance was Rs. 3,800 and bank balance was Rs. 27,500 

January 4 - Wages paid in cash Rs. 1,500 

January 5 -Received cheque of Rs. 19,800 from KBK enterprises after allowing discount of Rs. 200 
January 7 - Paid to consultancy charges by cheque for Rs. 7,500 

January 10 - Cash of Rs. 2,500 withdrawn from bank 
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January 12 - Received a cheque for Rs. 4,500 in full settlement of the account of Mr. X at a discount of 
10% and deposited the same into the Bank. 


January 15 - X’s cheque returned dishonored by the Bank 


Solution: 


In the Books of Mr. Abhishek 
Dr. Cash Book Cr. 


Receipts Payments 


L.F | Cash Dis Date Particulars Cash Dis 
Allowed ®) received 
®) ) 
Opening 3,800 | 27,500 Wages paid 
Balance 
Recd from KBK ei 19,800 200 | 7- Consultancy fees ff PY 


Cash withdrawn 2,500 Cash withdrawn 2,500 
he 
4,500 500 |} 15- 500 
Jan 


51,800 500 


using coins and currency notes rather than checks. The person responsible for spending petty cash and recording 
it in a petty cash book is known as Petty Cashier. 

The chief cashier (also known as head or main cashier) bears the heavy responsibility of maintaining the 
company’s general cash book in which receipts and payments amounting to lakhs or even crores are recorded by 
him every day. He, therefore, usually delegates the responsibility for handling small day to day cash transactions 
to a bookkeeper, receptionist or some other reliable staff member. Like a general cash book, a petty cash book 
has a debit and a credit side. All receipts are recorded on the debit side and all payments are recorded on the 


credit side of the petty cash book by the petty cashier. 


a a 
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PURCHASE DAY BOOK 

The purchase day book records the transactions related to credit purchase of goods only. It follows that 
any cash purchase or purchase of things other than goods is not recorded in the purchase day book. Periodically, 


the totals of Purchase Day book are posted to the Purchase account in the ledger. 


SALES DAY BOOK 
The sales day book records transaction of credit sale of goods to customers. Sale of other things, even 
on credit, will not be entered in the sales day book but will be entered in Journal Proper. If goods are sold for 


cash, it will be entered in cash book. Total of sales day book is periodically posted to sales account in the ledger. 


RETURN INWARD BOOK 

The transactions relating to goods which are returned by the customers for various re such as not 
according to sample, or not up to the mark etc. contain in this book. It is also known as S 1 
Generally, when a customer returns good to suppliers, he issues a Debit Note for the value of t 


by him. Similarly, the supplier who receives those goods issues a Credit Note. 


RETURN OUTWARD BOOK 


This book contains the transactions relating to goods that are returned by_us’to 


broken in transit, not according to the sample etc. It’s also known as Pureliase Retarfi Book 


BILLS PAYABLE BOOK 
Here, all the particulars relating to bills accepted are recorded and there from posted directly to the debit 
of the respective creditor’s account. The total amounts of the bills so accepted during the period (either at the 


end of the week or month) is to be posted in one sum to the credit of Bills Payable Account. 


JOURNAL PROPER 
Credit transactions that cannot be entered in any other subsidiary book are entered in journal proper. 
It will cover purchase or sale of assets, expense accruals, rectification entries, adjusting entries, opening entries 


and closing entries. The format of the journal proper is exactly the same as Journal. 
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POWER OF SIMPLICITY 


LEDGER 

The book, which contains accounts is known as the ledger. Since finding information pertaining to the 
financial position of a business emerges only from the accounts, the ledger is also called the Principal Book. As 
a result, all the necessary information relating to any account is available from the ledger. This is the most 


important book of the business and hence is rightly called the “King of All Books”. Also Known as Book of 


Final Entry. 


The specimen of a typical ledger account is given below: 


Ledger-Account 


ae eee oe Amount(?) | Date | Particulars | __4.F | Amount © 


Distinguish between Journal and Ledger 


ao 


Basis 


Journal 


Ledger 


1. Recording 


As and when transactions take 
place, entries are made in the 
journal. 


In a ledger, entries may be post 
same day or at the end of a specified 
fortnightly, 


as weekly or especially» When 


2. Stage of Recording in the journal is the 
recording first stage. 
3. Order of Entries are made in chronological 
recording order, i.e., date wise in the order 
of occurrence, \ - A 
4. Process ‘OCES e process of recording in the ledger is called 


posting. 


5. Facilitating 


Balari¢ée 


‘ _-}-Kmount of jc Su 
preparation. of ial 


-does not serve 
as the basis for preparation of 


Trial Balance. 


Ledger balance serves as the basis for preparing 
Trial Balance. 


6. Basis of entries 


Entries in the journal are made 
on the basis of the 


document. 


source 


Posting is done in the ledger on the basis of 
journal entries. 


7. Net position 


Net position of an account cannot 
be ascertained from the journal. 


Net position of an account can be ascertained 


from the ledger account. 


Ledger Posting 


As and when the transaction takes place, it is recorded in the journal in the form of a journal entry. This entry is 


posted again in the respective ledger accounts under the double entry principle from the journal. This is called 


ledger posting. 
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The rules for writing up accounts of various types are as follows: 


Assets: Increases on the left-hand side or the debit side and decreases on the credit side or the 


right-hand side. 


Liabilities: Increases on the credit side and decreases on the debit side. 
Capitals: The same as liabilities. 

Expenses: Increases on the debit side and decreases on the credit side. 
Incomes or gain: Increases on the credit side and decreases on the debit side. 


To summarise 


ee a ee ee 
Increase | | | Decrease 


| Decrease | | SC, increase | 


Let us now see how we can create ledger account from the following journal entries: 


| | ——— —— 


Illustration 

1 Mr. Vikas and Mrs. Vaibhavi who are husband and wife start consulting business by bringing i in_their 
personal cash of Rs. 5,00,000 and Rs. 2,50,000 respectively. 

10 Bought office furniture of Rs. 25,000 for cash. Bill No. - 2015/F/3 i 

11 pence a current account with PP National Bank by eee Rs. L 00000 

15 ti 

20 


25 


deposi ed into Bank. 


“ Salary of one receptionist @ Rs. 5,000 per month and one officer @ Rs. 10,000 per month. The salary 
for the current month is payable to them. 


agg No. 1 
Cash Account 


1.4.2015] To Vikas'scapital | 1 | 500,000] 10.4.2015 By Furniture | 1 | 25,000) 
1.4.2015 | To Vaibhavi's capital | 1 | 250,000 | 11.4.2015 | By Punjab National Bank | 1 | 1,00,000| 


TCC Ci xamis | tycincecid [| 625000 
00 00 
fisaois| Tosawrcoba | | asoof [+i its 


a= SB 
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Folio No. 2 
Mr. Vikas’s Capital Account 


Dr. Cr. 
IF | Amount (@ iF, 
Topatonce cf | [ _500000].42015 [Bycan | 500,000 
rs ee ee ee ee 
a 0 


Mrs. Vaibhavi's Capital Account Cr. 


Folio No. 3 


Dr. 
[20.2015 [Tescionce cfd | | 250000) tazois [eycan | 1 | __ 2.80.00 
OE ] 250,00 
sacra [250000 
Folio No. 4 


Dr. Furniture Account 


Cr. 
[pate | Faricuios [oF [ Amounity [ dote | Poriovis [uF] Amount 
10.04.2015 ToCash | 25,000] 30.4.2015 | By Balance c/d 25,000 
eS ) 75,00 


1.05.2015 | To Balance b/d 25,000 


Folio No. 5 


Punjab National Bank Account Cr. 


Dr. 
pira201g |ToGash st «| 1.00000] 1542015 [ByRent 
[25.2015 [To Consultancy Fees| 1 | 2.0.00] 2042015 [By MolorGor__| 
ee te 
ee ee ee 

= 


Ec) A 


Rent Account Cr. 


Dr. 

If [Amount [Date [Parficulos [JF [Amount 

\Nlis.42015_[TePunjabNationattonk [i [isoo [| i | 
JF. 


” Folio No. 7 
CE 


Amount (®) 


Motor Car Account 


Dr. 
Amount ®) | Date | Particulars | 
2042015 | ToPuniabNationaibank | | 15000 [| | | | i 


Folio No. 8 


Dr. 
[bate | Porlicuiars 


Folio No. 9 


Loan from HDFC Bank Account Cr. 


Dr. Avon Pharmaceuticals Account Cr. 
Amount (%) Amount (2) 


a a 
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Folio No. 10 
Dr. Consultancy Fees Account Cr. 


Amount Pariculor 
By Punjab National Bank | 1 | 2,50,000 | 
25.4.2015 By Avon Pharma | 1 | 7,50,000 | 


30.4.2015 To Salary payable Ea 15,000 


Dr. Salary Payable Account Cr: 


Parliculars Amount ®) [Date Arnount 
Pf s0a201s | aysaiay | 1 | 15,000 


ES Please remember the balances of personal and real accounts only are carried 


—~-see7 accounting period as they represent resources and obligations of the business, wh 
to be used and settled respectively in the future. Balances of nominal accounts (which repr 
gains and expenses or losses) are not carried down to the next period. These balances are taken to - rofit and 


Loss account (or Income statement) prepared for the period. The net result of the P & L Account-will show 


either net income or net loss which will increase or decrease the owner’s equity. 


TRIAL BALANCE 


a? 


When this list with tallied debit and credit balances is drawn up, the arithmetical accuracy of basic 
entries, ledger posting and balancing is ensured. However, it does not guarantee that the entries are correct in all 
respect. Although it is supposed to be prepared at the end of the accounting period, computerized accounting 
packages are capable of providing instant Trial Balance reports even on a daily basis, as the transactions are 


recorded almost on line. 


Method of Preparation 
1. Total Method or Gross Trial Balance. 


a = 
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2. Balance Method or Net Trial Balance. 
3. Compound Method. 


These are explained as under: - 

1. Total Method or Gross Trial Balance: Under this method, two sides of the accounts are totaled. The total 
of the debit side is called the “debit total” and the total of the credit side is called the “credit total”. Debit 
totals are entered on the debit side of the Trial Balance while the credit total is entered on the credit side of 
the Trial Balance. 

2. Balance Method or Net Trial Balance: Under this method, all the ledger accounts are balanced. The 


balances may be either “debit-balance” or “credit balance”. 


3. Compound Method: Under this method, totals of both the sides of the accounts are written.in the separate 


columns. Along with this, the balances are also written in the separate columns. Debit ba are written 
in the debit column and credit balances are written in the credit column of the Trial Balanc 

Summary of Rules 

Debit Balance — All Assets, Drawings, Debtors, Expenses and losses. 


Credit Balance — All liabilities, Capital, Creditors, Gains and Incomes. 


Specimen of Trial Balance: 


< 
* 


Trial Balance as on............ 


Name of the Account Debit Balance % Credit Balance 


Ee 


Let us prepare the’ 


«\ Trial Balance as on... 
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It can be seen that the totals of debit and credit balances is exactly matched. This is the result 


of double entry book-keeping wherein every debit has equal corresponding credit. 


Notes 


FINANCIAL STATEMENTS 
The most important function of an accounting system is to provide information about the profitability of the 
business. A company furnishes a Trading and Profit and Loss Account, which depicts the result of the business 
transactions of the business. Along with the Trading and Profit and Loss Account company also prepares a 
Balance Sheet, which shows the financial position of the business. 
Steps in the Process of Finalization of Accounts normally as follows: 
1. Trading Account. 

2. Profit and Loss Account. 

3. Balance Sheet. 


TRADING ACCOUNT: 


It is an account which is prepared by a merchandising concern which purchases goods and sell 
a particular period. The purpose of it is to find out the gross profit or gross loss which is an impo 


of business efficiency. 


The following items will appear on the debit side of the Trading Account: _ 


(i) Opening Stock: 


In case of trading concern, the opening stock meat os 
should be taken from, Triab Balances 
(ii) Purcha 


> amount-ef purchases made during the year. Purchases include cash as well as credit purchase. The 


* _-dlediic ons can be made from purchases, such as purchase return, goods withdrawn by the proprietor, 
- goods distributed as free sample, etc. 
(iii) Direct expenses: 
It means all those expenses which are incurred from the time of purchases to making the goods in suitable 
condition. These expenses include freight inward, octroi, wages, etc. 
(iv) Gross profit: 
If the credit side of Trading A/c is greater than the debit side of Trading A/c Gross Profit will arise. The 
following items will appear on the credit side of Trading Account: 


(i) Sales Revenue: 


= ra 
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a. Fundamentals of Accounts 
The sales revenue denotes income earned from the main business activity or activities. The income is 
earned when goods or services are sold to customers. If there is any return, it should be deducted from the 
sales value. As per the accrual concept, income should be recognized as soon as it is accrued and not 
necessarily only when the cash is paid for. 

(ii) Closing Stocks: 

In case of trading business, there will be closing stocks of finished goods only. According to the 
convention of conservatism, stock is valued at cost or net realizable value, whichever is lower. 

(iii) Gross Loss: 


When the debit side of Trading A/c is greater than credit side of Trading A/c, Gross Loss will appear. 


Specimen of Trading Account: 


Dr. Trading Account for the year ended 


Particulars Particulars 


Opening Stock: 


Cr. 
[ctosngstock CS 
frrhedooods CSCS 
[Grosstoss(ransfonedtoratNe) |_| 
feo SC*idCSC*d 


Preparation of Trading Account 


Illustration: 


Following are the ledger balance: présented*by 


Stock (1.42014) F10000|scies—SS—SCSCSCSCS3,.00,000| 
| Carriage Inwards 10,000 | Return Outward 
8, 


6, 
Wages 30,000 | Royalty on Production 6, 
Freight 000 | Gas and Fuel 2; 
Additional Information: 


(1) Stock on 31.3.2015: (i) Market Price Rs. 24,000; (11) Cost Price Rs. 20,000; 

(2) Stock valued Rs. 10,000 was destroyed by fire and insurance company admitted the claim to the extent of 
Rs. 6,000. 

(3) Goods purchased for Rs. 6,000 on 29th March, 2015, but still lying in-transit, not at all recorded in the 
books. 

(4) Goods taken for the proprietor for his own use for Rs. 3,000. 

(5) Outstanding wages amounted to Rs. 4,000. 

(6) Freight was paid in advance for Rs. 1,000. 


a | 38 
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Solution: 


In the books of M/s. P. Sen 
Trading Account 
For the year ended 31st March, 2015 


a ee 
TeOpennesock ————SSSS*dSSSC*Ct 0 Sees dC 
foruchose dO] tes Rete | __ 16000) 2000 
fissitehm Outward | 10000 [By Ckosngstock [| 20000 
[| sn00 | ade soa bestoves [10000 
[issiGooastokenbyepictr | _soof | «| mmf 
[_*(arc00 | [ac Goodrinianst [000] 35.000 
AaarGoocsinnenst —__——~i|_—sovof vssool CTC 
frowoss —SSSSSCS~dC of S| SCSSSCdC 
[aas:Gustonaina +t 400 sano] SCT Ci 
foconcsemwards «4 —=«dt tooo SC«dSSSCidSC 
Sc  ) 
SS er ee 


To Gas & ToGas&Fuel 


To feces foe| _ & Loss A/c (Gross —| $$ ae 
transferred) 


either on: mont ce spoottned Over a year. These figures show whether your business has made a 


or a oss ver that time period. Profit and loss accounts show your total income and expenses, and also 


on 


pr 
show whether your business has earned more income than it has spent on its running costs. If that is the case, 


then your business has made a profit. 


The Profit and Loss Account also stands adjusted with some of the adjustment entries like bad debts, 
depreciation, insurance, rent, etc. All the debit and credit balances lying in different nominal accounts are then 
transferred to Profit and Loss Account. The excess of the credit side over the debit side is known as net profit 
and the excess of debit side over the credit side is known as Net loss. The net profit or net loss is transferred to 
Capital Accounts in case of proprietary or partnership business and to an account called Profit and Loss 


Appropriation Account in case of corporate business. 


a 2 
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The following items will appear on the debit side of the Profit & Loss A/c: 

(i) Cost of Sales: This term refers to the cost of goods sold. The goods could be manufactured and sold or can 
be directly identified with goods. 

(ii) Other Expenses: All expenses which are not directly related to main business activity will be reflected in 
the P&L component. These are mainly the Administrative, Selling and distribution expenses. Examples are 
salary to office staff, salesmen commission, insurance, legal charges, audit fees, advertising, free samples, 
bad debts, etc. It will also include items like loss on sale of fixed assets, interest and provisions. Students 


should be careful to include accrued expenses as well. 


The following items will appear in the credit side of Profit & Loss A/c: 


(i) Revenue Incomes: These incomes arise in the ordinary course of business, which includes commission 


received, discount received, etc. 
(ii) Other Incomes: The business will generate incomes other than from its main activity. 
incidental. It will include items like interest received, dividend received, etc. The en 


component of the P&L A/c is transferred over to the next component and the net result 


in balance sheet. 


Specimen of Profit & Loss Account: oe 


i? 


Dr. Profit and Loss Account for the year ended : Cr. 


Gross Loss Gross Profit 

(transferred from Trading A/c) (transferred from Trading A/c) 

Administrative expenses Other Income 

Office salaries Interest received 

Communication Commission received 

Travel & Conveyance Profit on sale of assets 
‘| Office rent Rent received 

Depreciation of office assets Net loss 

Audit fees Total 

Insurance 

Repairs & maintenance 


Selling & Distribution expenses 
Advertising 
Salesmen commission 


Delivery van expenses/Depreciation 
on delivery vans/Bad debts 
Financial expenses 

Bank charges 

Interest on loans 

Loss on sale of assets 

Net profit 

Total 


= 40 
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Illustration: 


Indicate where the following items will be shown in various components of Trading Account and P & L 


Account: 


[i}Wages 2) Salaries to office staf 

4) Power & fuel 

6) Maintenance of office building 
8) Closing stock of WIP 

10) interest received 

12} Telephone 


14) insurance 

16) Caniage inward 

18) Bad debts 

20) Return inwards or sales returns 
22) Depreciation on delivery van 
24) Sales 


— 


Solution: 


Treatment Cwhere 

Trading A/G lS 
Se le 
ae fC 
See fo. SSCS 
ee lS 
eee lo SCS 
ing Ale 
=ae lS 
Serene lo 


S 

«\| Interest received P&LA/c co 
“[ Commission paid P&LA/c io si 
P&LA/C [Dr 
P&LA/c [Dre 
P&LA/C [Dr 
[Dr 
[Dre 
[Dr 
[Dr 
[Criessfromsales_ | 


Trading AZe 
P&LAIG 
P&LALG 
P&LAlG 
Trading AJC 
P&LAlc 


Cr less from sales 


Depreciation on delivery van P&LA/c [Dr ss—s—s—iSY 
Printing and stationery P&LA/c [Des 
[soles SSCSCSCS~SCSCSCS acing AS le. SSSCSC—~S 


= a 
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Fundamentals of Accounts 


Preparations of Profit & Loss Account 


Illustration: 
From the following particulars presented by Sri Tirthankar for the year ended 31st March 2015, Prepare Profit 


and Loss Account. 


Particulars Amount (Rs.) 
Gross Profit 1,00,000 
Rent 22,000 
Salaries 10,000 


Commission (Cr.) 12,000 


Insurance 


Interest (Cr.) 
Bad Debts 
Provision for Bad Debts (1.4.2012) 


Sundry Debtors 


Discount Received 


Plant & Machinery 


Adjustments: 


(a) 


(df) Prepaid Insurance amounted to Rs.2,000; 


(e) Depreciate Plant and Machinery by 10% p.a. 
(f) Further Bad Debts amounted to Rs.2,000 and make a provision for Bad Debts @5% on Sundry Debtors. 


(h) Commissions received in advance amounted to Rs.2,000. 
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Solution: 


In the Books of Sri Tirthankar 
Profit and Loss Account 
for the year ended 31st March 2015 


Famaunt © 
ie 


2; 
6, 
2 


To, Depreciation on Plant & 
Machinery @10% on % 80,000 


To, Capital A/c 
(Net Profit Transferred) 


Balance Sheet 


Balance sheet is more like a snapshot of the financial position of a company at a specified time, usually 
calculated after every quarter, six months or one year. Balance Sheet is the financial statement of a company 
which includes assets, liabilities, equity capital, total debt, etc. at a point in time. Balance sheet includes assets 


on one side, and liabilities on the other. For the balance sheet to reflect the true picture, both heads (liabilities & 
- 2% 3 — 


oa 


assets) should tally (Assets = Liabilities + Equity) 


iabilities side of the balance sheet: 


(a) Capital: 


This indicates the initial amount the owner or owners of the business contributed. This contribution 
could be at the time of starting a business or even at a later stage to satisfy requirements of funds for expansion, 
diversification, etc. As per the business entity concept, owners and business are distinct entities, and thus, any 


contribution by owners by way of capital is liability. 


(b) Reserves and Surplus: 
The business is a going concern and will keep making profit or loss year by year. The accumulation of 


these profit or loss figures (called as surpluses) will keep on increasing or decreasing owners’ equity. In case of 


ae 3 
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non-corporate forms of business, the profits or losses are added to the capital A/c and not shown separately in 


the balance sheet of the business. 


(c) Long Term or Non-Current Liabilities: 

These are obligations which are to be settled over a longer period of time say 5-10 years. These funds 
are raised by way of loans from banks and financial institutions. Such borrowed funds are to be repaid in 
installments during the tenure of the loan, as agreed. Such funds are usually raised to meet financial 
requirements to procure fixed assets. These funds should not be generally used for day-to-day business 
activities. Such a loan is normally given on the basis of some security from the business e.g., against a charge on 


the fixed assets. So, long term loan is called as “Secured Loan” as well. 


(d) Short Term or Current Liabilities: 
A liability shall be classified as Current when it satisfies any of the following: 
« Itis expected to be settled in the organization’s normal Operating Cycle, 


"Jt is held primarily for the purpose of being traded, 


= It is due to be settled within 12 months after the Reporting Date, or 


(i) Sundry Creditors — 
Amounts payable to sy lic 


At\times customer may pay advance i.e., before they get delivery of goods. Till the business supplies goods 


, _to-thém, it has an obligation to pay back the advance in case of failure to supply. Hence, such advances are 
: treated as liability till the time they get converted to sales. 
(iii) Outstanding Expenses: 
These represent services procured but not paid for. These are usually settled within 30—60 days e.g., phone 
bill of Sept is normally paid in Oct. 
(iv) Bills Payable: 
There are times when suppliers do not give clean credit. They supply goods against a promissory note to be 


signed as a promise to pay after or on a particular date. These are called as bills payable or notes payable. 


a a 
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(v) Bank Overdrafts: 
Banks may give fund facilities like overdraft whereby, business is permitted to issue cheques up to a certain 
limit. The bank will honor these cheques and will recover this money from business. This is a short-term 
obligation. 

The following items will appear on the Assets side of the balance sheet: 

B. Assets 
In the accounting language, all debit balances in personal and real accounts are called as assets. Assets are 
broadly classified into fixed assets and current assets. 

(a) Fixed Assets: 


These represent the facilities or resources owned by the business for a longer period of time. The basic 


purpose of these resources is not to buy and sell them, but to use for future earnings. The benefit from use 
of these assets is spread over a very long period. The fixed assets could be in tangi rm such as 
buildings, machinery, vehicles, computers etc., whereas some could be in intangible f 
trademarks, goodwill, etc. The fixed assets are subject to wear and tear, which is called a 


the balance sheet, fixed assets are always shown as “original cost less depreciation”. 


(b) Investments: 


be held for not more than one year from the date on which such investment is made. 


(c) Current Assets: 
An asset shall be classified as Current when it satisfies any of the following: 
= It is expected to be realized in, or is intended for sale or consumption in the organization’s normal 
Operating Cycle, 
"Jt is held primarily for the purpose of being traded, 
"It is due to be realized within 12 months after the Reporting Date, or 
« It is Cash or Cash Equivalent unless it is restricted from being exchanged or used to settle a Liability for 


at least 12 months after the Reporting Date. 
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Current assets consist of: 

(i) Stocks: 
This includes stock of raw material, semi-finished goods or WIP, and finished goods. Stocks are shown at 
lesser of the cost or market price. Provision for obsolescence, if any, is also reduced. Generally, stocks are 
physically counted and compared with book stocks to ensure that there are no discrepancies. In case of 
discrepancies, the same are adjusted to P & L A/c and stock figures are shown as the net of this 
adjustment. 

(ii) Debtors: 
They represent customer balances which are not paid. The bad debts or a provision for bad debt is reduced 
from debtors and the net figure is shown in balance sheet. 


(iii) Bills receivables: 


Credit to customers may be given based on a bill to be signed by them payable to t 
agreed date in the future. At the end of the accounting period, the bills accepted but 
shown as bills receivables. 


(iv) Cash in Hand: 


various offices, locations or sites from where the business activity is carried out. Cash-at“all | 


sit 


They represent payments made against which services are expected to be received in a very short period. 
(vii) Advances to suppliers: 
When amounts are paid to suppliers in advance and goods or services are not received till the balance 
sheet date, they are to be shown as current assets. This is because advances paid are like the right to claim 
the business gets. 
= Please note that both current assets and current liabilities are used in day-to-day business 
activities. The current assets minus current liabilities are called as Working Capital or Net 
—_ Current Assets. The following report is usually in horizontal form of balance sheet. Please 
remember that the assets are normally shown in descending order of their liquidity. Also, capital, long-term 
liabilities and short-term liabilities are shown in that order. 
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Specimen of Balance Sheet: 


Fundamentals of Accounts 


| Capital & liabilities | Amount] Assets | Amount | 


Capital 

(separate figures are shown for 
each owner) 

Long term Liabilities: 

Loans from banks or financial 
Institutions 

Current Liabilities: 

Sundry creditors 

Bills payable 

Advances from customers 
Outstanding expenses 


Illustration: 


From the following particulars, prepare a Balance Sheet of Mr. X, for the year ended 31st March,.20’ 


Fixed Assets: 

Land less depreciation 

Building less depreciation 

Plant and Machinery 

less depreciation 

Vehicles less depreciation 
Computer systems less depreciation 
Office equipments less depreciation 
Current Assets: 

Stocks 

Sundry debtors less provisions 

Bills receivables 

Cash in hand 

Cash at bank 

Prepaid expenses 

Advances to suppliers 


~ Amount (Rs.) 


Particulars 
Capital 2,00,000 
Drawings 40,000 
Cash In Hand 15,000 
Loan from Bank 40,000 
‘Sonthy Creditors 40,000 
Bilis Payable 20,000 
Bank Overdraft 20,000 
Goodwill 60,000 
Sundry Debtors 80,000 
Land and Building 50,000 
Plant and Machinery 80,000 
Investment 20,000 
Bills Receivable 10,000 
Cash at Bank 25,000 
ms ra 
= 
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The following adjustments are made at the time of preparing final accounts: 

(i) Outstanding Liabilities for: Salaries Rs.10,000; wages Rs.20,000; Interest on Bank Overdraft Rs.3,000; and 
Interest on Bank Loan Rs.6,000. 

(ii) Provide Interest on Capital @ 10% p.a. 

(iii) Depreciation on Plant and Machinery by 10% p.a. 

(iv) Bad Debts amounted to Rs.10,000 and make a provision for Bad Debts @ 10% on Sundry Debtors. 

(v) Closing stock amounted to Rs.1,20,000. 


Net profit for the year amounted to Rs.96,000 after considering all the above adjustments. 


Solution: 


Capital Goodwill 60,000 
2,00,000 


Add: Interest on Capital @ 10% | 20,000 Land & Building | = |__50,000 | 
27e000|invesiment___——~—=«d?SSCSC~*dtC«t 
Bank Overdraft | 20000 Closing Stock ia 1,20,000 

Sundry Creditors | | 40,000 | Less: Prov. for bad debts @ 10% 
[woos ———S—SC«dtCSC of somof—SCSC~dSCC*‘!Céd 
Ga ) 


SELF TEST: 


Multiple Choice Questions: 
1. The purpose of preparing final accounts is to ascertain 
(a) Profit or loss (b) Capital (c) The value of assets (d) Profit or loss and financial position 
2. If the manager is entitled to a commission of 5% on profits before deduction this commission, he will get a 
commission of Rs.___ on a profit of Rs. 8400 
(a) Rs.400 (b) Rs. 442.11 (c) Rs. 420 (d) None of these 
3. The balance of the petty cash is 
(a)An expense (b) An income (c) An asset (d) A liability 
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4. Fixed assets are 
(a) Kept in the business for use over a long time for earning income 
(b) Meant for resale 
(c) Meant for conversion into cash as quickly as possible 
(d) All of the above 
5. At the time of preparation of financial accounts, bad debts recovered account will be transferred to 
(a) Debtors A/c (b) Profit & Loss A/c (c) Profit & loss Adjustment A/c 
(d)Profit & loss Appropriation A/c 
6. Gross profit is equal to 
(a) Sales — cost of goods sold (b) sales — closing stock + purchase 
(c) Opening stock + purchases — closing stock (d) none of the above 
7. The profit and loss Account shows the 


(a) Financial results of the concern for a period (b) Financial position of the concern o ar date 


(c) Financial result of the concern on a particular date (d) Cost of goods sold during the 
8. Which of the following is not a financial statement? 


(a) Profit and loss account (b) Balance sheet (c) funds flow statement (d) Trial balance 


(c) Going concern concept (d) matching concept _ 


Fill in the blanks: 

1. Insurance prepaid is shown on the ___ of the balance sheet. 

2. Ifsales are Rs.2000 and the rate of G.P on cost of goods sold is 25%, then the cost of goods sold will be 
Goodwillisa__asset. 

___is the difference between assets and liabilities. 

____ contains closing balances of real and personal account. 


Expenses due but not yet paid are known as __. 


> ZONA 


is passed at the end of the year. 


as 19. 
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8. Assets appearing in the books having no real value are known as ; 


9. Provisions for bad & doubtful debts account will show _ balance. 


10. Loss on sale of old car is shown on debit side of __. 


Ans: 

1.Asset side 2. Rs.1600 3. Intangible 4. Capital 5. Balance sheet 6. Out-standing expenses 
7. Closing entries 8. Fictitious assets 9. Credit 10. Profit and loss account 

True or false: 

1. Income earned but not received is called accrued incomes. 

2. Fora shirt factory, cotton is finished goods. 

3. State the following equation is true/false: 4 


Gross profit — direct expenses + purchases + opening stock — closing stock = sales. 


Carriage on goods purchased is shown on Trading Account. 


The Balance Sheet will not give the information regarding the financial position as on a part 


4 

5 

6. Preliminary expenses would be included in the balance sheet as current asset. 
7. Fixed assets are kept in the business for use over a long period. 

8. Furniture and Fittings is a current asset. 

9. Insole trade, income tax is recorded as drawings. 

10. 
Ans: 


1.TRUE 2.FALSE 3.FALSE 4.TR: -FALSE 9.TRUE 10.TRUE 


a ry 
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COMPUTERIZATION OF ACCOUNTS: 

INTRODUCTION: 

Like all functions which are being automated now, Accounting is also automated through Computerization & 
Specific Accounting Softwares. Computerized Accounting System is Accounting Information System which 
processes financial transactions and events as per Generally Accepted Accounting Principles (which we saw 
earlier) to produce Reports as per User Requirement. Based on the size of organization, there is so many 
“Single User’ or “Multi User” Softwares are available in the market. 


Manual Accounting vs. Computerized Accounting System: 


Manual Accounting Computerized Accounting 
It is a system of accounting that uses physical It is a system of accounting that uses an accounting 
account books for keeping financial records. software for recording financial trans S 


electronically 


All the calculation is performed manually. Only data input is required, the calcu 


performed by computer system. 


Entries are made in Book of Original Entry. Entries are recorded in software like 


Accord etc. 


The final result is to provide the Financial Statements | The final result is to provide Financial Stat me n 


at the end of the year. any time given in a year. 


ge 
ot 


JOURNEY OF TALLY: 


30 years ago, Shri Shyam Sundar Goenka, moved.out Set up his textile business in Bangalore 


which supplied Raw MaterialS-and Maghifiery to"textile mills. During the course of his business, Shri S.S 


Solutions in 1986. Since its inception, Tally Solution has been relentlessly working to provide robust business 


management application to business houses in India and other geographies around the world. 
Tally’s product caters to millions of users across industries in over 100 countries. 

In 1986, the first version of the accounting software was launched as an MS-DOS Application. It had 
only basic accounting functions, and was named PEUTRONICS FINANCIAL ACCOUNTANT. It was known 
as the first code less package, a feature that made it easy for most people to use. 

In 1988, the product was renamed as TALLY. 

In 1990, Tally released the version TALLY 3.0 wherein it supported only Basic Accounting needs of 
small business. This version required some predefined commands for the software to be operated. This version 


only ran on MS-DOS and was unable to run in Windows. 
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1992 was the year for version TALLY 4.0. Like its predecessors, it also supported MS-DOS based 
accounting as it could not be run on Windows platform. 

In 1994, Tally released the version TALLY 4.5, which ran also on MS-DOS and focused on Financial 
Accounting. This version focused on accounting activities such as Ledgers Classification, Voucher Entry. It 
offered simple financial reports and scrutiny of Debtors and Creditors in the business. 

The year was 1996, when Tally released its upgraded version 1.e., TALLY 5.0 working on Windows 
platform. This version comprised of Inventory Modules, which involved detailed inventory, structure invoicing 
and integrating accounting and inventory records. 

In 1996, Tally also released the upgraded version named TALLY 5.4with the capacity of Importing of 
Data facility with the help of which it was able to convert earlier Data formats into its current Data format. 

In 1999, the Company formally changed its name to TALLY SOLUTIONS. 


2001 was the year for version TALLY 6.3. This version was an extension of enterprise systems wherein 


interacted with other system through Open Data Base Connectivity. 
In the year 2005, Tally was released its next version i.e., TALLY 7.2. This is an integrated enterprise 
system which provides various types of taxes, such as TDS, TCS, and VAT along with Service. 


In the year 2006, Tally launched its new release TALLY 8.1 with Multi ae cap 


several more. 


INTRODUCTION TO TALLY BRIBE: 


prodtict of Peutronics Pvt. ltd, now known as Tally Solutions Pvt. Ltd. This company is an Indian multinational 


company and specializes in Enterprise Resource Planning (ERP) software. The location of the headquarter of 
the company in Bengaluru, Karnataka. By far, it is serving as the best accounting package software. Almost 
every industry and enterprises are using Tally for the management of their account. The company keeps 
improvising and updating the previous versions and launches the new versions of Tally. 

The first-ever launched version of Tally was- Peutronics Financial Accountant, an MS-DOS application 
that served only the essential functions of Accounting. In contrast, the latest version is Tally Prime launched on 
9" November, 2020, which has many features to offer a growing business. Tally Prime is a new era tool to 
handle Accounting, Inventory Management, Manufacturing Process, Payroll and Statutory Compliance, 


Budgets and Scenarios, Point of Sale, MIS Reports, and Audit. 
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Features of Tally Prime 


Tally Prime is becoming essential in the companies for the features and benefits it offers. It is a fast, 


reliable, flexible, and simple software that makes you more efficient and your work manageable. The features 


of Tally Prime are: 


1. 


1. 


TallyPrime 


_Ansightful report Generation: It is now easier to generate reports according to the needs as more 


Generation of Invoice: With Tally Prime, one can generate GST invoices like tax invoices or e-way 
bills. Not only this, one can add the company logo to the invoice, print it, and email it. 

Multiple Formats for Billing: Tally now has various formats for keeping records and generation of 
bills. One can choose the one suitable for the company out of the different formats. 

Change view option: This option helps in viewing a single report in other alternative ways. This gives 
us related and better insights into the report. 

The Go-To feature: A new feature is now available on the top menu. This “Go-To” SAture helps in 


navigating the required data or report. 


Special reports: This option has a list of reports that stand out in the data and require immediate 
attention. 
Multiple Price Level: The price reports are available at different levels, e.g., Who ustomer, 


Easier Navigation: The new Go-To feature-helps in 


data. It works like the Sarl featureOt any(othe 


actions are available against each report. One can get access and print the report accordingly. 
Simplified Data Management: The addition of details in any report can be done by clicking of “More 
Details” option, thus making the work precise and less time-consuming. 

Secure and Fast Payments: Tally Prime enables e-payments to the banks, which is much more 
comfortable and safer than the traditional payment method. 

Easy Migration from the Previous Version: Tally Prime allows easy migration of data and reports 
from the Tally ERP 9. All you need is an update of the License. 

Ease of Usage: Along with better multi-tasking, Tally Prime provides the functionality of global keys 
like Ctrl+C and Ctrl+V for the functions 


% 
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How to Install Tally Prime? 


The step-by-step guide to install the software is: 


1. 
2 
3. 
4 


By 


Download the setup from the official website: https://tallysolutions.com/download/. 
Setup.exe will be downloaded in your preferred location. 

Double click setup.exe. 

Click Install 

Start Tally Prime 


Once you install the setup, consider the following important points: 


TallyPrime 


IS. Moreover, your computer must meet the following technical requirements: 


Notes 


The next critical step is the activation of licenses. Tally Prime has options to try it for free, Reactivate 


License, activate new License, and Use License from the network. 


One can choose the option according to the need and continue to configuration. 
If you are already using Tally ERP 9, prefer downloading Tally Prime in a different folder. 


You can also migrate from Tally ERP 9 to Tally Prime by merely clicking on the optio 
To install Tally Prime on your computer, you need to have administrator 1 


Operating system (OS) — Microsoft Windows 7 or above. 
Bitness — 64-bit applications (for the OS and other applications 
Acrobat, and so on). 


Memory (RAM) — A minimum of 512 MB 


our hard disk, cloud location, and so on. 


Storage — A minimum vat 
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Getting started with Tally Prime 

After successfully installation of Tally prime on your computer, you can start Tally Prime by using one of the 
following methods: 

Double click on Tally Prime icon on the Desktop 

Or follow the path: Start menu >Tally Prime Click 

To start accounting with Tally Prime, the first and foremost thing you should know is, how to create a 
company. For users, operating multiple businesses can create several companies. Creating a Company involves 
providing basic information about the company whose books of accounts are to be maintained in Tally Prime 


and other details as required. 


Working with Company 
Create a Company 


After loading Tally Prime create a company as follows: f 


Go to Top Menu >Company (Alt+K)>Create> Enter 


Disconnect 
ConnectiVity Status 
ReMote Access 
Browser Access 


CONFIGURE 


Features 
SEcurity 
TallyVault 
ONline Access 


The following screen will appear: 
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Company Data Path > C:\Users\Public\Tally.ERP9\Data 
Company Name [Financial year beginning from : 1-Apr-20 
in Books beginning from : 1-Apr-20 

Mailing Name 

Address Security 
Set TallyVault Password to encrypt Company Data : No 
Control User Access to Company Data : No 

State : # Not Applicable 

Country : India 

Pincode e 

Telephone 

Mobile 

Fax 

E-mail 

Website 

Base Currency symbol ae Show amount in millions : No 

Formal name : INR Number of decimal places a4 

Suffix symbol to amount : No Word representing amount after decimal : paise 

Add space between amount and symbol : Yes Number of decimal places for amount in words : 2 


Press F12 to get more options as required for the company 


Configuration 


Provide Contact Details : 
Use TallyVault Password to encrypt Company Data =: Yes 
Use User Access Control : Yes 
Provide Additional Base Currency details : Yes 


On the company creation screen, update the following details. 

e Directory: Directory means the data storage location, this is the place where tally stores all data you 
entered in tally prime. By default, the data storage will be inside the installation folder. You can change 
it at your desired location by typing it manually. For example, D:\Tally data. 

e Name: Update the name of the company that identifies in Tally prime. 


Primary Mailing Details 


e Mailing Name: The mailing name of company will be automatically updated as per the given name of 
the company, however, the mailing name can be changed as per the requirements. 


e Address: Update the complete address details of company 


a [ 
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e Statutory Compliance for: Choose the country name as India from the given list of countries. 
e State: Choose the state from the given list of states. 
e Pin Code: Update the Pin Code of the company, where it is located. 
Contact Details 
e Telephone No: Update Company landline/ Telephone number 
e E-Mail: Update the company e-mail id 
e Mobile No: Mobile number for contacting 
e Fax no: Update the Fax number 
e Website: Update the official website address of company 


Books and Financial Year Details 


e Financial Year From: Update the financial year starting date, all Indian company’s financial year start 


or financial 


r starts in a 


from Ist April and ends on 31st March. Tally considers the 12 months from the date g 


year. The financial year will be automatically displayed on Tally system, if the financ 
middle of year, you can specify the exact date from here. 


e Books beginning from: The date for Books beginning from can be changed, in ca panies, 


y 


which are incorporated in the middle of the year. If your company is new, you can opt to start the beoks 


of accounts from the date of actual establishment of the company (date of incorporation) but, ¢ 
books according to the Financial Year as specified by you. “ 


Security Control 


Enceyeyh 


to encrypted format. 


we 


“enter/edit/delete the vouchers on Tally. 


Base Currency Information 


e Base Currency Symbol: This is the currency symbol of the country you have selected. No need to 
change it if you are using the same currency for accounting. 

e Formal Name: This is the formal name of the currency selected in the previous field 

e Suffix Symbol to Amount: This data field will ask you whether currency symbol is required for, 
example: prior to amount like = 750 

e Add space between amount and symbol: This is like = 750, a space in between currency symbol and 


amount 
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e Show amount in Millions: If we set this data field to Yes, Tally will display the amount in millions 
that are in the Balance sheet or other reports. Amount for example 100,00,000 will be shown as 10. 
[One million equals 10,00,000]. 

e Number of decimal Places: Usually 2 decimal places are using, for using Paisa in Indian currency we 
use 2 decimal places like = 59.12, Fifty-nine rupees twelve Paisa. 

e Word representing amount after decimal: This is used in printing, in Indian currency decimal 
portion is said to be Paisa 

e No of decimal places for amount in words: No of Decimal place for printing amount in words: If you 


set this option | in Indian currency, when printing 75 Paisa, prints seven Paisa. If you set 2 then it will 


print second fraction 1.e., seventy-five Paisa. 


Company Data Path : C:\Users\Public\Tally.ERP9\Data 
Company Name : Tutor Joes Computer Education Financial year beginning from > 1-Apr-20 
cd Books beginning from > 1-Apr-20 
Mailing Name : Tutor Joes 
Address : Vijaya Sree Towes 5 
Vincent Bus Stop Opp Socuuny 
Cherry Road Set TallyVault Password to encrypt Company Data : No 
Salem Control User Access to Company Data - No 
State : Tamil Nadu 
Country : India 
Pincode : 636007 
Telephone : 0427-4037689 
Mobile : 9003317689 
Fax > 427-510-1294 
E-mail > tutorjoes@gmail.com 
Website > www.tutorjoes.in 
Base Currency symbol Ae Show amount in millions : No Accept ? 
Formal name : INR Number of decimal places BR 2 
Suffix symbol to amount : No Word representing amount after decimal : paise 
Add space between amount and symbol = Number of decimal places for amount in words : 2 Yes or No 


If yowhave entered all the details and after verifying it seems to be right, then you have to accept the screen by 
pressing Enter and again Enter to accept and save the details. 

After saving the company, takes you to the Company Features screen, which displays that the company is 
created successfully. 

The basic minimum key features required for you to start recording your business transactions are enabled and 


displayed by default. 


Company created successfully. 
(Enable the features as per your business needs.) 


Company: Tutor Joes Computer Education 


Show more features : No 
Accounting Taxation 
Maintain Accounts :[Mes | Enable Goods and Services Tax (GST) aes 
Enable Bill-wise entry : Yes Enable Tax Deducted at Source (TDS) : Yes 
Inventory 
Maintain Inventory : Yes 
Integrate Accounts with Inventory : Yes 


a rs 
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To view more features set the following options to ‘Yes’: 
Show more features: 


Show all features: 
Enable the features as required for your company. You can set up features later also. 


Select a Company 

After creating a company, you can select or open a company as follows: 
Go to Company (Alt+K)7> Select (Enter) 

Or Press AlttF3 select the company from the list or from the Drive. 


Alter a Company 


You can use the ALTER option to make changes and additions to the company’s information that has already 


created in Tally Prime. 


Open the company that you want to ALTER its information. Then press Alt+K and open the eomparly 


menu>Click ALTER option in it. If more than one company is open, select your company and Press the enter 


button after clicking the ALTER option. Now the company’s Alteration screen will open. Alter in ormation 


you want to alter and accept the screen. 


Shut a Company 


To Shut or Close a company, go to Company menu nu (AltEK)>Shut 


eee 


Or press Sane Select the compan to close ee the Enter button. The company will be removed from 


the opened com anies list. 


ra a 
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Overview of Masters in Tally Prime 


Introduction 


Masters are the containers of the Accounting Data. These are the heads, which will be set once and used in 
many places such as Accounting Voucher Creation, Reports Generation etc. Data stored in Masters is 
independent. 

Account Masters are the principal Accounting entities representing similar transaction (Account Ledgers) and 
similar accounts (Account Groups) along which all transaction date are compiled, summarized and balanced, to 


be reflected in various Accounting Reports &Financial statement (profit & Loss Account & Balance sheet). 


Types of Masters 


e Accounting Masters 
e Inventory Masters 
e Payroll Masters and 


e Statutory Masters 


Accounting Masters 


e Group 
e Ledger 
e Cost category 


Cost Centre 


e Voucher Type 


e Credit limits 
Inventory masters 


e Stock Group 


Stock category 
e Stock item 

e Unit 

e Godown 


e Price levels 
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Payroll Masters 


Statutory master 
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Employee category 
Employee Group 

Employee 

Units (Work) 

Attendance/ production type 
Pay Heads 


Payroll voucher type 


GST classification 


TDS Nature of payments 


TCS Nature of Payment 
VAT classification 

Tax Units 

Excise Duty Classification 
Excise Classification 
Excise Book 


Service Category _ 


Notes 7 
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Group and Ledger in Tally Prime 
Ledger 


Ledger account is a summary statement of all the transactions relating to a person, asset, liability, expense or 
income. The transactions recorded in the journal; the ledger account is prepared. It is a book which contains all 
sets of accounts, namely, personal, real and nominal accounts. Account balance can be determined from the 
ledger. It contains a classified and permanent record of all the transactions of a business. 

Example: Office expenses, Purchase, Machinery, Ravi, bank loan, etc. 


~ Cash, Profit/Loss are default ledgers in tally. 


Le 


To view all the Ledgers in Tally Prime, 
Go To (Alt+G) >Chart of Accounts >Ledgers > Enter 


Or, Gateway of Tally > Chart of Accounts > Ledgers > Enter 


List of Ledgers For 1-Apr-20 


Notes 


\Assets 


Current Assets 
Bank Accounts 
Cash-in-Hand 


Deposits (Asset) 
Loans & Advances (Asset) 
Stock-in-Hand 
Sundry Debtors 
Fixed Assets 
Investments 
Misc. Expenses (ASSET) 


Liabilities 


Branch / Divisions 

Capital Account 
Reserves & Surplus 

Current Liabilities 
Duties & Taxes 
Provisions 
Sundry Creditors 

Loans (Liability) 
Bank OD Alc 
Secured Loans 
Unsecured Loans 

Suspense Alc 

Profit & Loss A/c 


[Expenses 


Direct Expenses 
Indirect Expenses 


28 Group(s) and 2 Ledger(s) 


| 2: Quit |Enter: Alter / Space:Select |» | | C: Create Master | 


FromChart at Accounts, press F5 to navigate between Ledger view and Group view. 

Group 

Group is a collection of ledgers of the same natures. Tally Prime provides 28 pre-defined groups which are used 
in the chart of account. Out of 28 predefined groups in tally, 15 groups are Primary Groups and 13 groups are 
Sub Groups. The different types of groups are: 

Primary Groups: 

Primary Group in Tally Prime is the main group, Groups are structured as hierarchical organization. At the top 
of the hierarchy are Primary Groups. Among 15 Primary Groups, 9 Groups are Balance Sheets items and 6 


Groups are Profit and Loss a/c items. 


| “64 
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List of Primary Groups in Tally Prime 


1. Branch/ Divisions 2. Capital Accounts 3. Current Assets 
4. Current Liabilities 5. Fixed Assets 6. Investments 
Te Loans (Liabilities) 8. Misc. Expenses (Asset) 9. Suspense Account 
10. Direct Expenses 11. Direct Income 12. Indirect Expenses 
13. Indirect Income 14. Purchase Account 15. Sales Account 

Sub Groups: 


Sub groups are part of primary group, sub groups can be divided into 13 groups. 
List of Sub Groups in Tally Prime 


1. Reserves & Surplus 2. Bank OD A/c 3. 

4. Deposits (Asset) 5. Loans& Advances (Asset) 6. 

7. Sundry Debtors 8. Duties & Taxes 9. 

10. Sundry Creditors 11. Bank Accounts 12. Secured 
13. Unsecured Loans 


To view multiple Groups in Tally Prime, 
Go To (Alt+G) >Chart of Accounts >Groups> Enter 
Or, Gateway of Tally > Chart of Accounts >Groups> Enter 


Ledger Creation 


All ledgers are maintained in the specific group known as ledgers in Tally. The entries from these ledgers’ 


groups are then calculated from where they can, be pti ina balance sheet or profit and loss statement. 


badge a ac oye as per demilinements oF an organization. We cannot create another profit & loss account in tally, 


and’we can create any number of cash accounts with different names (Petty Cash). 
In Tally Prime, ledgers can be created in two ways: 
e Single Ledger Creation 
e Multiple Ledger Creation 
Single Ledger Creation 
Gateway of Tally >Create >Ledger> Enter 
Or, Go To (Alt+tG) >Create Master > Ledger>Enter 
On ledger creation screen, update the following details: 


e Name: Enter the name of ledger account, and the name should be unique. 
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e Enter the alias of the ledger account, if required. 
You can access the ledgers using the original name or the alias name. 


e Under: Choose the group name from the list of groups that pertain to ledger account. 


e Enter the Opening Balance (if required) along with Dr/Cr depending on the nature 


[EedgerCreation ———C—sSC“‘i‘ ié‘SOCS™S™S*™*#C#C#*#C#NNMORJOSSComputerEducation 0000000000000 
Name : Equity Share Capital fetal Opening Balance 
(alias) : Eq. Cap 

31,90,000.00 Dr 
1,16,40,000.00 Cr 
Difference 
84,50,000.00 Cr 
s Mailing Details 
Under Ee eens Name : Equity Share Capital 
Address S 
Cost centres are applicable : No 
State : West Bengal 
Country : India 
Statutory Details Pincode = 
Is TDS Deductable : No Banking Details 
Provide bank details : No 
Tax Registration Details 
PANIIT No- 
Registration type : Regular 
GSTIN/UIN E 
Set/Alter GST details : No 
Accept ? 
Opening Balance (on 1-Apr-22) : 85,00,000.00 Cr Yes or No 
ES Accept I | 


Create > Ente 


Under Group -[GAlitems sd 1-Apr-22 to 1-Feb-23 

§.No. Name of Ledger Under Opening Balance Dr/Cr 
ik 

a: Quit i I JA: Accept I I I I I | I 
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IX, You can also create Ledger at the time of entering transaction by pressing Alt+C in place of 


Notes 


Ledger field or select Create option under List of Ledger Accounts. 


Ledger Alteration 


You can alter any information of your business Ledger master except for the closing balance under the group 
Stock-in-Hand. 

To alter any Ledger, follow the following steps: 

Go to Gateway of Tally>Alter>Ledger Enter 

Or, Go To (Alt+G)> Alter Master>Ledger >Enter 


Now you can easily alter ledgers in Tally prime. 


Ledger Deletion 

You can also delete any ledger if it is required for the business. 
To delete any Ledger, follow the following steps: 

Go to Gateway of Tally >Alter >Ledger >Enter 

Or, Go To (Alt+G)> Alter Master >Ledger > Enter 

>Now select the ledger from the List of Ledgers, which you want to delete >Press Alt+D supply Yes‘to 


confirm Deletion. 


Groups in Tally Prime have already set 28 pre-defined Groups. However, you can create groups as required, 


as a single group or multiple groups. 
Single Group Creation 


Gateway of Tally >Create >Group> Enter 

Or, Go To (Alt+G) >Create Master > Group >Enter 

On Group creation screen, update the following details 

Name: Enter the name of the Group you want to create 

Enter the alias or nickname, if required 

Under: From the List of Groups displayed, select the parent group under which the group has to be classified. 
For example, Current Liabilities 


One can also create groups under the Primary group category, 1f required. 
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After entering all the necessary details, accept the screen or press Ctrl+A. 


You can now easily create group in Tally Prime. 


Group behaves like a sub-ledger : No 
Nett Debit/Credit Balances for Reporting : Yes 
Used for calculation (for example: taxes, discounts) <: No 
Method to allocate when used in purchase invoice =: # Not Applicable 
Set/Alter TDS details : No 


‘Suspense A/c Activate Window 
Go to Settings to all 


: : Fae 
ov 


Go To (Alt+G) Chart of Accounts >Groups > Enter > Pre Soros > Multi Create 
>Enter \ ~e Oo 

9° sf , , 
Or, Gateway of Tally Aare o Accetints > Grabs nter >Press Alt+H for Multi-Masters > Multi 
Create Ene OS et? 


Qui ve roup.eréation screen, update the following details 


Multiple Group Creation 


To create multiple groups, the steps are as follows: 


ndér Group: Select the group from the List of Groups under which you want to create. 
Name of Group: Enter the ‘Name’ of a different group that you want to create under the same Group. For 
example, Under Sundry Creditors, one can name group such as Raw material creditors, consumables creditors, 
etc. 
Press Ctr+A to accept the screen. 


One can add any numbers of sub groups to an already created or selected group. 


Under Group : Sundry Creditors 

S.No. Name of Group | Under 
1. Raw material-Creditors Sundry Creditors 
2. Consumables-Creditors Sundry Creditors 


= ee 
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Select All Items in the field Under Group to create multiple groups of different categories. 


Notes 


Multiple Group Alteration 


To alter multiple groups at one time, follow the steps given below: 

Go To (Alt+G) Chart of Accounts >Groups > Enter >Press Alt+H for Multi-Masters >Multi Alter> Enter 
Or, Gateway of Tally > Chart of Accounts > Groups > Enter >Press Alt+H for Multi-Masters > Multi 
Alter>Enter 


Under Group : Sundry Creditors 


S.No. Name of Group Under 
[So nS inca bVSS20 cor 


1. r C itors Sundry Creditors 
2. Raw material-Creditors Sundry Creditors 


Make changes as required and press Ctrl+A to save the Screen. 
Group Deletion 


You can also delete any group if it is required for the business. 


To delete any group, follow the following steps: 
Go to Gateway of Tally >Alter >Group >Enter 
Or, Go To (Alt+G)> Alter Master >Group > Enter 


>Now select the group from the List of Groups which you want to delete-¥Pre pply Yes to 


th “Mu iple Alteration screen. Also, you cannot 


IS You cannot delete Groups and Ledgers fir 


delete any predefined groups, Groups containing of sub-groups or ledgers. 


a rs 


TallyPrime 


ml 


O CONTRA VOUCHER 
O PAYMENT VOUCHER 
O RECEIPT VOUCHER 
O JOURNAL VOUCHER 
O PURCHASE VOUCHER 
O SALES VOUCHER 


(J 
| 7 


Ose SVS 
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Record Transactions in Tally Prime 
What is Voucher? 


Every business ought to have transactions where their ultimate profit and loss bring up. So, managing the 


transactions smarter gives a boost to the organizations. As many organizations moved toward, the voucher is 


the primary online document used to record the transactions. 


Example: a purchase invoice, a sales receipt, a petty cash docket, a bank interest statement. 


Types of Accounting Vouchers: 


Double entry system 
e Every transaction has two-fold aspects. 7 
Example: One party giving the benefit and the other receiving. the Benefit 
e One account needs to be debited and the other is tobe Credited ge 
e Every debit must have its,cortéspond “ oy 
Golden Rules: Tans - 


Payment Voucher 
Receipt Voucher 
Contra Voucher 
Journal Voucher 
Sales Voucher 
Purchase Voucher 
Credit Note Voucher 
Debit Note Voucher 


Personal Account 


© 
ai 


Debit the receiver 
Credit the giver Credit what goes out Credit all income & gain 


Nominal Account 


Real Account 


aah 


Debit what comes in Debit all expenses & losses 
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Basic Accounting Equation 


Assets = Liabilities + Owners Equity(capital) 


Credit & Debit rules 


Assets Liabilities 
Debit Credit Debit Credit 


14 


Owners Equity 


Debit 


Credit 


Example for accounting equation: 


Particulars 


Started business with cash 


Borrowed loan from bank 


Deposited cash into bank 
Bought goods and paid by cheque 


Cash withdrawn for personal use 


Cash withdrawn from bank ot officg\use 


Solution: 


= 1,20,000 
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+ 1,00,000 


- 5,000 
+ 95,000 


= 1,20,000 


&.,. Recording Transactions in Tally Prime 
Different Type of Vouchers in Tally Prime 

There are 24 predefined voucher types in Tally Prime. According to the voucher type, 24 vouchers can be 
classified in this way. 

e Accounting Vouchers 

e Inventory Vouchers 

e Payroll Vouchers 

e Non-Accounting Vouchers 

The user creates other voucher types under these predefined voucher types as per your business needs. For 
example, there is a predefined payment voucher for cash payments and bank payments. However, if you want, 


create two or more sales voucher types in Tally Prime for different sales transactions. For example, credit sales, 


cash sales, and so on. 


Pre-Defined Voucher Types in Tally Prime 

To see the List of Voucher Types: 

Gateway of Tally >Chart of Accounts > Voucher Types > Enter 
Or, Go To (Alt+G) > Chart of Accounts >Voucher Types > Enter 


List of Voucher Types 1-Apr-22 to 1-Feb-23 


fAttendance 
Contra 

Credit Note 

Debit Note 

Delivery Note 

Job Work In Order 

Job Work Out Order 
Journal 

MANUFACTURING JOURNAL 
Material In 

Material Out 


Rejections In 
«Rejections Out 
Reversing Journal 
Sales 

Sales Order 

Stock Journal 


25 Voucher Type(s) 
2: Quit Enter: Alter Space:Select |a | C:Create Master _ 


One can also go to Gateway of Tally>Alter > Voucher Type. 
Or, press Alt+G (Go To) >Alter Master > Voucher Type. 


a RB 
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In Tally Prime, the voucher must be activated to record. However, one can also d 
SS, voucher if not needed. 


wo 
ype and onan 


To activate/deactivate vouchers, go to 
e Gateway of Tally>Chart of Accounts> Voucher Types>Select Vouc 
e Now you can enable the option, “Activate this Voucher T to Se) 
e Accept the screen or you can ee as tos 


\ 
HO prime 


mtra Voucher-F4 

e Payment Voucher-F5 

e Receipt Voucher-F6 

e Journal Voucher-F7 

e Sales Voucher-F8 

e Purchase Voucher-F9 

e Credit Note Voucher-Alt+F6 
e Debit Note Voucher-Alt+F5 
e = Stock journal—Alt+F7 

e Physical stock—Alt+F 10 
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POWER OF SIMPLICITY 


Payment 


No. 
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a 
i 


F4: Contra « 


a A CR 


F5: Payment « 


F6: Receipt « 


Q:Related Reports 


L; Optional 


Go to Settings to 18, 


To get Credit Note or Debit Note or Stock Journal or Physical Stock Voucher etc., press F10 for Other 


Vouchers, select the voucher you need and press Enter. If the particular voucher is not activated earlier, then 
a 


«ast 


select “Show Inactive” and press Enter. All Inactive Vouchers will appear in the list. Select the desired Voucher 


Type and press Enter. Supply ‘Yes’ to activate it on screen. oe 
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| 
i 


Fa 
AIt+F5 
FT 

FS 

FQ 

F6 

Fe 
AIt+F8 
AIt+F7 
Ctit+F7 
Alt+F9 
Ctri+F6 
Ctri+F5 
Alt+F7 
Ctri+F9 
Ctrit+F8 
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Payment Voucher [F5]: 


Payment voucher in accounting vouchers in tally records all business transactions related to Payment. Any 


payment made by the company through cash, cheque, online payment or any other mode comes under this 


voucher type. 


To record transactions, click Gateway of tally> Transactions> Vouchers> Press F5. 


No. 13 1-Feb-23 
Wednesday 
Particulars Debit Credit 
By SALARY 50,000.00 
Cur Bal: 75,000.00 Dr 
To SBI 50,000.00 
Cur Bal: 2,27,800.00 Dr 


Narration: 


IT 


Account > SBI 
Current balance - 2,27,800.00 Dr 
Particulars Amount 
SALARY 50,000.00 
Cur Bal: 75,000.00 Dr 
Narration: 
Accept ? 
Yes: or No 
JQ: Quit | | Ja: Accept | | Jo Delete ]x:Cancel veh | I 


TallyPrime ———=I) 
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Under Account field, select the Ledger which has to be credited like Cash or Bank, under Particulars field select 
the Ledger(s) which has to be debited like any Expenses or Party and in Amount field enter the amount as 


required. 


Receipt Voucher [F6]: 


The Receipt voucher under accounting vouchers in tally records all monetary transactions received by the 


company. The amount received could be in the form of cash, cheque or online. 


To record this transaction: 


1. Go to Gateway of tally>Transactions> Vouchers Press F6. 


2. Under Particulars field, select the Ledger which has to be credited like Capital or a f come and in 
Amount field enter the corresponding amount. 
3. Now select the Ledger which has to be debited like Cash or Bank, amount e daptured 
automatically. Enter the narration in Narration field. 


4. Accept the screen or press Ctrl+A to save the voucher. 


You can also record any Receipt Voucher using Single Entry Mode. 


No. 4 1-Feb-23 
Wednesday 
Particulars Debit Credit 
To EQ. SHARE CAPITAL 10,00,000.00 
Cur Bal: 18,50,000.00 Cr 
By Cash 10,00,000.00 


Cur Bal: 12,56,750.00 Dr 


Narration: 


Accept ? 


Yes: or No 
ee | 
tl 


~ You can also record multiple receipts using Receipt Voucher, where multiple accounts are 


——— credited and one account is debited. 
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Contra Voucher [F4]: 


In contra voucher, all the company’s transactions include deposits or money withdrawal from its bank account. 
The entry is made in this voucher if the amount is transferred from bank to bank or cash to cash. 


To record such transactions, go to Gateway of tally >Transactions> Vouchers>Press F4. 


No. 2 1-Feb-23 


Wednesday 
Particulars Debit Credit 
To Cash 50,000.00 
Cur Bal: 2,06,750.00 Dr 
By UBI 50,000.00 


Cur Bal: 3,95,000.00 Dr 


Narration: K 0.000_00 
Accept ? 
Yes: or No 

! Q: Quit | f 
: 


Purchase Voucher [F9]: 


In this voucher, all the transactions related to company-plirch 


cash or credit or in the fo 


. of goods or seryicés. 


To record the tran: ctid £0 to. Gatéway 0 tally> Transactions> Vouchers Press F9. 


eordéd in three modes as follows: 


Vettther Mode 


e Item Invoice Mode 


e Accounting Invoice Mode 
Voucher Mode 


When Goods are purchased on Cash or Credit, you can enter the transaction using Voucher Mode. 
To record purchase in Voucher Mode, follow the steps given bellow: 
1. Gateway of tally>Transactions> Vouchers > Press F9 
2. Press CtrltH (Change Mode) select ‘As Voucher’> Enter 
3. Under Particulars field, select the Ledger which has to be credited like Cash or any Party and in 


Amount field enter the corresponding amount. 
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|———— No. 5 1-Feb-23 


Supplier Invoice No.: PUR/CSH/001 Date : 1-Feb-23 Wednesday 
Particulars Debit Credit 
To Cash 25,000.00 
Cur Bal: 2,31,750.00 Dr 
By PURCHASE 25,000.00 


Cur Bal: 10,00,000.00 Dr 


Narration: 25,000.00 


Enter the narration in Narration field. 


5. Accept the screen or press Ctrl+A to save the voucher. i 


Item Invoice Mode 


No 5 1Feb-23 
Supplier Invoice No.- PUR/SS/001 Date : 1-Feb-23 Wednesday 
Party A’cname -: SS ENTERPRISE 
71ce 12,38,400.00 Cr 
r > PURCHASE 
rent ba 9,75,000.00 Dr 
me of Item Quantity Rate per Amount 
ACC SUPER 100 BAGS 500.00 BAGS 50,000.00 
LAFARGE CRONCRITO 100 BAGS 550.00 BAGS 55,000.00 
1,05,000.00 
* End of List 
2 
Narration 200 BAGS ernaee 
Yes: or No 


3. Enter the Supplier Invoice No. 


= 3 
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4. Inplace of Party A/c name select Party or Cash ledger from the list 
5. Inthe Purchase ledger field select Purchase ledger 
6. Now specify the Stock Item along with corresponding Quantity, Rate. Amount will be calculated 
automatically. 
7. Inplace of Bill-wise Details, select New Ref. and specify the Supplier Invoice No. 
8. Enter the narration in Narration field 
9. Accept the screen or press Ctrl+A to save the Invoice 


Accounting Invoice Mode 


This mode is especially useful for purchase of Service where no Inventory is included like receiving 


‘Consultancy Service’. When you want to purchase any Fixed Assets like Furniture, Machinery etc., you can 


use this mode also. 


To record purchase in Accounting Invoice Mode, follow the steps given bellow: 


1. 
2. 


e 
— No. 5 1-Feb-23 


TallyPrime 


Supplier Invoice No.: PUR_SRV/BB/001 Date = 1-Feb-23 Wednesday 

Party A’cname -: BB ENTERPRISE 

Current balance 3,23,900.00 Cr 

Particulars Rate per Amount 

CONSULTANCY SERVICE 1,50,000.00 

oe 

Narration: eer 
Yes or No 

Q:Q | | 


Gateway of tally >Transactions> Vouchers > Press F9 
Press Ctrl+H (Change Mode) select ‘Accounting Invoice’> Enter 


Enter the Supplier Invoice No. 

In place of Party A/c name select Party or Cash ledger from the list 

Under Particulars field, select the Ledger which has to be debited like ‘Consultancy Service’ and in 
Amount field enter the corresponding amount. 

In place of Bill-wise Details, select New Ref. and specify the Supplier Invoice No. 

Enter the narration in Narration field 


Accept the screen or press Ctrl+A to save the Invoice 
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Sales Voucher [F8]: 
It is one of the most used accounting vouchers in tally. Sales voucher records all sales transactions of the 


company in credit or cash. In vouchers, one can store transactional records electronically and print them for 
customers. 
To record this transaction, go to Gateway of tally>Transactions> Vouchers Press F8. 
In Tally Prime Sales Voucher can be recorded in three modes as follows: 
e Voucher Mode 
e Item Invoice Mode 


e Accounting Invoice Mode 


Voucher Mode 
When Goods are sold on Cash or Credit, you can enter the transaction using Voucher Mode. 
To record Sales in Voucher Mode, follow the steps given bellow: 


1. Gateway of tally>Transactions> Vouchers > Press F8 


2. Press Ctrl+H (Change Mode) select ‘As Voucher’ Enter 


No. 5 
Particulars Debit Credit 
By Cash 50,000.00 
Cur Bal: 3,06,750.00 Dr 
To SALES 50,000.00 


Cur Bal: 2,37,825.75 Cr 


Narration: 50,000.00 
Accept ? 
Yes or No 
H 


|): Quit | L Ja:Accep | D: Delete | X:Cancel Vch | | 


I> 


3. Under Particulars field, select the Ledger which has to be debited like Cash or any Party and in 
Amount field enter the corresponding amount. 


4. Now select the Ledger which has to be credited like Sales, amount will be captured automatically. 
Enter the narration in Narration field. 


5. Accept the screen or press Ctrl+A to save the voucher. 


= Ey 
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Item Invoice Mode 
When specific Stock Items are sold with specific quantity and rate, on cash or credit, you can enter the 
transaction using Item Invoice Mode. 
To record sales in Item Invoice Mode, follow the steps given bellow: 
1. Gateway of tally>Transactions> Vouchers >Press F8 
Press Ctrl+H (Change Mode) select ‘Item Invoice’ Enter 
In place of Party A/c name select Party or Cash ledger from the list 


In the Sales ledger field select Sales ledger 


Oi" pies > iS 


Now specify the Stock Item along with corresponding Quantity, Rate. Amount will be calculated 
automatically. 
6. In place of Bill-wise Details, select New Ref. and specify the Invoice No. 


7. Enter the narration in Narration field 


No. 5 1-Feb-23 
Wednesday 


Party A/cname -: ARS TRADERS 
Current balance 3,97,825.75 Dr 


Sales ledger : SALES 
Current balance 1,87,825.75 Cr 


Name of Item Quantity Rate per Amount 


ACC SUPER 100 BAGS — 600.00 BAGS 


LAFARGE CRONCRITO 100 BAGS = 650.00 BAGS 


* End of List 


va 
Narration: 200 BAGS SSEEY 
AN Yes or No 


’ ] a “Terccon PT [p-Detete | Jx-cancel ver 


8. Accept the screen or press Ctrl+A to save the Invoice 


Accounting Invoice Mode 

This mode is especially useful for sale of Service where no Inventory is included like providing Networking 
Service. When you want to sale any Fixed Assets like Furniture, Machinery etc., you can use this mode also. 

To record Sales in Accounting Invoice Mode, follow the steps given bellow: 


1. Gateway of tally>Transactions> Vouchers >Press F8 
2. Press Ctrl+tH (Change Mode) select ‘Accounting Invoice’ >Enter 
3. In place of Party A/c name select Party or Cash ledger from the list 
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4. Under Particulars field, select the Ledger which has to be credited like ‘Networking Service’ and in 
Amount field enter the corresponding amount. 
5. In place of Bill-wise Details, select New Ref. and specify the Invoice No. 
6. Enter the narration in Narration field 


7. Accept the screen or press Ctrl+A to save the Invoice 


No. 5 1-Feb-23 
Wednesday 
Party A/c name -: DPS TRADERS 
Current balance 2,97,500.00 Dr 
Particulars Rate per Amount 


Networking Service 1,75,000.00 


? 

Narration: Pe? 
i 

Yes or No 
Q: Qui | | cce Delete Cancel Vct 
| i pet L_ ue My = E ye | 


Before entering edit Note. ~lethon ing yoiwhave to activate the Voucher Type as follows: 


Gatenyay of ‘ally. Chart of Accounts "> Voucher Types select Debit Note Enter >supply ‘Yes’ to 
“Activate this Voucher Type” > Accept 
Or, Voucher Creation screen, press F10 (Other Vouchers) Show Inactive>Enter >Debit Note Enter 
>’ Yes” to Activate 
To record such transactions, follow the steps given bellow: 

1. Gateway of tally>Transaction> Vouchers Press Alt+ F5 

2. Debit the Party Ledger to whom the Purchase Return is made and enter the Amount 

3. In Bill-wise Details window select ‘AgstRef’ and select the appropriate Bill No. from the list of 

Pending Bills 
4. Credit the Purchase Return A/c and Amount will be captured automatically 
5. Enter the narration in Narration field 


6. Accept the screen or press Ctrl+A to save the Invoice 
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No. 2 1-Feb-23 
Wednesday 
Particulars Debit Credit 

Dr SS ENTERPRISE 25,000.00 

Cur Bal: 12,13,400.00 Cr 
Agst Ref PUR/SS/001 25,000.00 Dr 

Cr PURCHASE RETURN 25,000.00 


Cur Bal: 35,500.00 Cr 


Narration: 


Q: Quit Il l 


Ja: Accept T d 


JD: Delete ] x: Cancel ve 


You can record Debit Note Voucher with Inventory Details also: 
To record such transactions, follow the steps given bellow: 
1. Gateway of tally>Transaction> Vouchers Press Alt+ F5 
2. Press CtrltH (Change Mode) select ‘Item Invoice’ >Enter 


No 2 


: SS ENTERPRISE 
12,38,400.00 Cr 
: PURCHASE RETURN 
10,500.00 Cr 


Party A/c name 
Current balance 
Ledger account 
Current balance 
Name of Item 


ACC SUPER 
LAFARGE CRONCRITO 


* End of List 


1-Feb-2) 

Wednesday 

Quantity Rate per Amoun| 
10 BAGS 500.00 BAGS 5,000.04 
10 BAGS 550.00 BAGS 5,500.04 
10,500.04 


rd 
20 BAGS Accept ? 
Yes: or No 


lo 
—— 
los 
\> 
} 
lem 


Jo: Delete [x:cance 


3. Inplace of Party A/c name select Party or Cash ledger from the list 
4. Inthe Ledger account field select Purchase Return A/c 


5. Specify the Stock Items to be return along with Quantity, Rate and Amount will be captured 


automatically 


6. In Bill-wise Details window select ‘Agst Ref’ and select the appropriate Bill No. from the list of 


Pending Bills 
7. Enter the narration in Narration field 


8. Accept the screen or press Ctrl+A to save the Invoice 
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Credit Note Voucher [AIt+F6]: 


When a company receives returns the sold commodity, it is recorded in this accounting voucher in Tally. An 


accountant can also record interest calculations using this voucher. 


Before entering Credit Note Voucher, first you have to activate the Voucher Type as follows: 
Gateway of tally >Chart of Accounts > Voucher Types >select Credit Note >Enter >supply ‘Yes’ to 
“Activate this Voucher Type” > Accept 
Or, Voucher Creation screen, press F10 (Other Vouchers) >Show Inactive>Enter >Credit Note >Enter 
>’Yes” to Activate 
To record such transactions, follow the steps given bellow: 
1. Gateway of tally>Transaction> Vouchers Press Alt+ F6 
2. Credit the Party Ledger from whom the Sales Return is made and enter the Amount 
3. In Bill-wise Details window select ‘Agst Ref’ and select the appropriate Bill No. from ft 
Pending Bills 
4. Debit the Sales Return A/c and Amount will be captured automatically 


5. Enter the narration in Narration field 


6. Accept the screen or press Ctrl+A to save the Invoice a 


No. 2 1Feb-23 
Wednesday 
Particulars Debit Credij 
Cr ARS TRADERS 25,000.0( 
Cur Bal: 3,72,825.75 Dr 
Agst Ref SAL/ARS/001 25,000.00 Cr 
Dr SALES RETURN 25,000.00 


Cur Bal: 37,500.00 Dr 


Narration: 25,000.00 
Accept ? 
Yes: or No 


} Q: Quit 1 | A:Accept | | D: Delete | X:Cancel Ve 


Journal Voucher [F7]: 


Journal Voucher in Tally Prime is used to record transactions other than cash and bank. Transactions related to 


depreciation, provisions, purchase and sale of fixed assets on credit, write off balances, adjustment entries are 
recorded in Journal Voucher. It is the most important voucher type, in accounting vouchers. 

You can easily trace these vouchers in any accounting system. Auditors generally use Journal Vouchers during 
an audit as a part of Audit Procedures. These transactions are of routine nature. 


a = 
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Purpose of Journal Vouchers 
Journal Vouchers are prepared to serve multi-fold purposes as described below: 

= To record non-cash transactions in the books of accounts 
Non-cash transactions are those transactions that do not involve a cash payment. For example- depreciation, 
loss or gain on fixed assets, provision for doubtful-debt, asset write-downs and deferred income taxes. 

= To rectify any business transaction which was wrongly recorded in the books of accounts. 
There may be situations when the business transactions are wrongfully recorded in the books of accounts. It 
may be incorrect debit or credit of accounts. Journal Vouchers helps in a reversal of the first entry using 
a journal entry in Tally Prime. 

= To record the transactions not recorded by other accounting vouchers in Tally Prime. 


All accounting vouchers record transactions of specific nature or type. Some are described as f 


a 


The receipt voucher records all the money received. 
Payment voucher records all the money paid. 


Contra voucher records the transactions involving cash and bank. 


2 
3 
4. Sales voucher records the transactions involving the sale of goods or services. 
5. Purchase voucher records the transactions involving the purchase of goods or services. ° 
6 


Journal voucher records the transaction entries not recorded by other accounting vouchers, 


Examples of Journal Voucher in Tally Prime 
1. Outstanding expenses 
Salary A/c...........0ceee Dr .XXX 
To Outst dingSalary AloXXX 


2. Prepaid Expenses _ 


~ 3. Accrued Income/ Expense 
Journal entry for Accrued Income: 
Accrued Income A/c....... Dr XXX 
To Profit and Loss A/e XXX 
Journal Entry for Accrued Expense: 
Profit and Loss A/c.........Dr XXX 
To Accrued Expense A/c XXX 
4. Credit Purchases or Sales 
Journal entry Credit purchase 


Plant and Machinery A/c. Dr XXX 


as ee 
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To Supplier A/c XXX 
Journal entry Credit sales 
Customer A/c............065 Dr XXX 
To Land and Building A/c XXX 
To record such transactions, follow the steps given bellow: 


1. Gateway of tally>Transaction> Vouchers Press F7 


No. 5 1-Feb-2) 
Wednesda’ 
Particulars Debit Credij 
Dr SALARY 5,000.00 
Cur Bal: 30,000.00 Dr 
Cr OUTSTANDING SALARY 5,000.0( 
Cur Bal: 20,000.00 Cr 
Narration: 5,000.00 
Accept ? 
Yes: or No 
na ] I 7 === 
|} Q: Quit \ Ja: | 1 JD: Detet |x: car 1 


2. Under Particulars field, select the Ledger which has to be-débite like S lary or any other Expense and 


in Amount field enter the corresponding amOunt. 


ted like Outstanding Salary or any other Outstanding 


ledver whiethas t be € 


Expen s,amfount will be Captured automatically. Enter the narration in Narration field. 


- A Accept the screen or press Ctrl+A to save the voucher. 


After recording the business transactions, you can see the report through the Balance Sheet and Profit & Loss 


A/c to know the financial status of the Company as follows: 


Gateway of Tally >Reports > Balance Sheet 
Profit & Loss A/c 
Or, press Alt+G (Go To) >Common Reports > Balance Sheet 
Profit & Loss A/c 
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Balance Sheet: (Press Alt+F1 to get the report in Condensed format) 


Tutor Joes Computer Tutor Joes Computer 
Education Education 
Liabilities as at 1-Feb-23 Assets as at 1-Feb-23 
Fixed Assets 11,95,000.00 
Reserves & Surplus 85,000.00 FURNTITURE. 3,40,000.00 
EQ. SHARE CAPITAL 8,50,000.00 LAND & BUILDING 4,05,000.00 
PREF. SHARE CAPITAL 7,50,000.00 PLANT & MACHINERY 4,50,000.00 
Loans (Liability) 9,35,000.00 Investments 2,00,000.0¢ 
LOAN FROM HDFC 5,00,000.00 FIXED DEPOSIT WITH SBI 1,00,000.00 
LOAN FROM ICICI 4,35,000.00 NSC VIII 1,00,000.00 
Current Liabilities 15,89,300.00 Current Assets 33,56,150.00 
Duties & Taxes Closing Stock 11,71,600.00 
Sundry Creditors 15, 62,300.00 Loans & Advances (Asset) 2,50,000.00 
OUTSTANDING RENT 12,000.00 Sundry Debtors 695,000.00 
OUTSTANDING SALARY 15,000.00 Cash-in-Hand 6,16,750.00 
Profit & Loss Alc 5,56,850.00 | Bank Accounts 6,22,800.00 
Opening Balance 3,03,000.00 Misc. Expenses (ASSET) 15,000.04 
Current Period 2,53,850.00 PRILIMINERY EXPENSES 15,000.00 


47,66,150.00 Total 
Space: Select R: Remove Line 


Profit & Loss A/c: (Press Alt+F1 to get the report in Detailed format) 


Tutor Joes Computer Tutor Joes Computer 
Education Education 
Particulars 1-Apr-22 to 1-Feb-23 Particulars 1-Apr-22 to 1-Feb-23 

[Opening Stock 8, 65,000.00 Sales Accounts 4,85,000. 
Purchase Accounts 11,74,500.00 Closing Stock 11,71,600.1 
Direct Expenses 17,500.00 

Gross Profit c/o 99,600.00 

16,56,600.00 16,56,600.00 
Indirect Expenses 2,95,750.00 Gross Profit b/f 99,600. 
Nett Profit 2,53,850.00 Indirect Incomes 4,50,000.1 
Acti 
Total 5,49,600.00 Total Got 
Space: Select 
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Maintain Balances Bill by Bill 


If we make a Payment or Receipt entry that needs Bill wise details, we have to give the details of the bill at the 
time of voucher entry itself. Where we can see the details of Bills, specific credit periods and get the correct 
outstanding result (Balance) of each ledger. But when there are a lot of entries, it becomes difficult to match a 
payment or receipt to an Invoice. So that the details of Creditors and Debtors are maintained at the invoice level 
called the Bill-wise Accounting System. 

What is Accounts Payable (AP)? 

"Accounts payable" (AP) refers to an account within the general ledger that represents a company's obligation 
to pay off a short-term debt to its creditors or suppliers. Another common usage of "AP" refers to the business 
department or division that is responsible for making payments owed by the company to suppliers and other 
creditors. 


What is Accounts Receivable (AR)? 


Accounts receivable (AR) is the balance of money due to a firm for goods or services delivere 
yet paid for by customers. Accounts receivables are listed on the balance sheet as a current 
amount of money owed by customers for purchases made on credit. 


Accounts acai vs. Accounts Receivable 


ewRef’ is used at the time of recording Sales and Purchase entries 
which will later use at the time of Payement to or Receipt from the Party 
(Sundry Creditor or Debtor) against the pending Bills (Agst Ref) to track 


against which the payments or receipts are made. 


Agst Ref ‘Agst Ref? is used at the time of Payment or Receipt against the Bills 
raised earlier for Purchase or Sales. Any Purchase Return or Sales Return 
can be adjusted against the Purcahse or Sales Bills using ‘Agst Ref? also. 

| Advance = ~—_| This reference is used when any amount received in advance for any | 


future Sales or any amount paid in advance for any future Purcahse. 


On Account This reference is used when you are unable to track the particular Bill No. 


of the occurences or you don’t want to track any reference. 


a 0 
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To maintain Bill-wise details, follow the steps given below: 


1. Gateway of Tally >press F11>Enable Bill-wise entry> Yes >Accept 


<<< 
arian 


Enable Value Added Tax (VAT) 
Enable i 

Enable Service Tax 

Online Access 


Enable Browser Access for Reports = 
ESS yp Pe en Do Oe GS Ms 


Payroll 


: Yes 
: Yes 
: No 
: No 
: No 
: No 
: No 
= No 
= No 
= No 


Maintain Payroll 
Enable Payroll Statutory 
Others 


Enable multiple addresses 
Mark modified vouchers 


2. Gateway of Tally >Alter >Ledger >Select any Party Ledger (Debtor or Creditor) >Enteny 
or, Press Altt+G (Go To) >Alter Master >Ledger >Select any Party Ledger (Debtor or Creditor) 


nter Ct A 


3. Maintain balances bill-by-bill > Yes 
[If the option is not appear, press F12 (Configure) and “Maintain balance, Bill-b a 
Specify the Default cerdit period by days 

5. Check for credit days during voucher entry set to Yes Gftéqui 

6. Ifthere is any Opening cone the openitig seer date under Bill-wise breakup 
window. 

el multiple reference numbers with different due dates. 


O Save. 


You race eS theo mete; 
i 


e SC or press,€@1 


: ARS TRADERS 


Opening Balance (on 1-Apr-22) : 1,75,000.00 Dr 
Q: Quit A: Accept D: Delete 
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New Reference: 


When you record any Purchase or Sales Invoice with Stock Item allocation in Tally Prime, after getting the 
Total Invoice Amount, a Bill-wise Details window will appear to get the Bill-wise breakup of the Invoice 
Amount. Provide required details as follows: 


Type of Ref: Select New Ref to provide new bill no. 


Name: Supplier Invoice No. will be captured automatically, you can ch afr inst) 
Due Date, or Credit Days:Credit days and Date reflected a aya Bo credit period specified 


AN ‘ nto 
Amount: Amount A\ beicaplee ticall Sper otal Invoice Amount 
Press Enter sorgeieth Mi e scr cn fie e narration in Narration filed 


Agpeniite'ser r press Ctrl+A to*save 


Against Reference: 


When you record any Payement or Receipt or any Purechase/Sales Return entry, after entering the Amount, a 


for the party ledger 


Bill-wise Details window will appear to track against which pending bill(s) the said entry is to be made. 
Provide required details as follows: 

Type of Ref: Select Agst Ref to track the corresponding Bill against which the said entry is to be made 

Name: Select the appropriate Bill from the list of Pending Bills 

Due Date, or Credit Days: Credit days and Date reflected automatically as per the given credit period 
specified for the party ledger 


Amount: Amount will be captured automatically as per the amount entered earlier 
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(11-Apr-22 ) 


You can also break up the amount against different pending bills 
Press Enter to save the Bill-wise screen 

Select ledger to be Debited or Credited and specify the Amount 
Enter the narration in Narration filed 


Accept the screen or press Ctrl+A to save « Vs ‘ 


Advance: c. oO 
J 


When you make any Payment or Receipt in advance to or from a party for any future Purchase or Sales, after 


A , al 
entering the ee ingos th sbpea to track the Method of Adjustment. Provide 
fol ows: 


required detai As 


Typeot Ret ; 


: Specify a Number as advance to track it later 


ct Advance to ae the Payement or Receipt as advance 


Due Date, or Credit Days: No need to enter any details 

Amount: Amount will be captured automatically as per the amount entered earlier 
Press Enter to save the Bill-wise screen 

Select ledger to be Debited or Credited and specify the Amount 

Enter the narration in Narration filed 


Accept the screen or press Ctrl+A to save 
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Bill-wise eee 3S ENTERPRISE 


Type of Ref Due Date, or 
Credit Days 
(wef. 1-Feb-23) 


|Q: Quit A: Accept | | | 


On Account: 


When you record any Purchase or Sales Invoice with Stock Item allocation, but unable to track the pro 


Press Enter to save the Bill-wise yee 


Enter the narration on in Nain 


wise Details for: SS ENTERPRISE 
Upto: Z 1,05,000.00 Cr 


Name Due Date, or 
Credit Days 
(wef. 1-Feb-23) 
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Accept the screen or press Ctrl+A to save 


Bill-wise Outstanding Report: 


This report displays bill by bill outstanding for all parties with pending amount along with due date. To view 
the report, go to 


Gateway fo Tally >Display More Reports >Statements of Accounts >Outstandings > 
PReceivables 

Payables 

Ledger 

>Group 


Group: ¢ All Items 1-Apr-22 to 1-Feb-: 

Date Ref. No. Party's Name Pending Dueon jaephcal 
Amount by day: 

31-Mar-22 OP/DPS/001 DPS TRADERS 1,50,000.00 31-Mar-22 330’ 

1-Apr-22 SAL/ARS/001 ARS TRADERS 1,75,000.00 11-Apr-22 3 

2-Dec-22 SAL_INTRA/ARS/OO1 ARS TRADERS 1,47,500.00 2-Dec-22 6 

2-Jan-23 SAL_INTER/DPS/O01 DPS TRADERS 1,47,500.00 2-Jan-23 34 

6,95,000.00 
Q: Quit Enter: Alter «| Space:Select |» A:Add Vch 2: Duplicate Vch t:Insert Vch R: Remove Line U: Restore Line 
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Or, press Alt+G (Go To) >Receivables & Payables Reports > 
PBills Receivables 

DPBills Payables 

Overdue Receivables 


Overdue Payables 


>Ledger Outstandings 


= 36 
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O COST CATEGORY CREATION 

O COST CENTRE CREATION 
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Introduction 


Cost allocation is the distribution of one cost across multiple entities, business units, or cost centers. An 
example is when health insurance premiums are paid by the main corporate office but allocated to different 
branches or departments. Cost allocation is used for financial reporting purposes, to spread costs among 
departments or inventory items. Cost allocation is also used in the calculation of profitability at the 
department or subsidiary level, which in turn may be used as the basis for bonuses or the funding of 
additional activities. Cost allocations can also be used in the derivation of transfer prices between 


subsidiaries. 


Cost Centre and Cost Category 


Cost Centres: 


A cost centre is any unit of an organization to which transactions can be allocated. When costs or expenses 


are allocated to these units, they are referred to as Cost Centres. Transactions are allocated 1 


aaa és 
Pe A 


This enables accounting for all transactions for that particular cost centre. You can view the cost centre 


break up of each transaction as well as the details of transactions for each Cost Centre. 
Some of examples of the Cost Centres are: 

1. Branches of the Company, e.g., Kolkata, Delhi, Chennai etc. 
Departments of the Company, e.g., Finance, Marketing, Manufacturing etc. 


Products of a Company, e.g., Mobile, Laptop, Monitor etc. 


oe lS 


Individuals of the Company, e.g., Sales Executive 1, Sales. Ex€Cutiv: 
You can define cost centres, just like you classify the Groups &L edge ‘can create Parent (Main) Cost 


arent (Main) Cost Centre as follows: 


arketinig, further ¢ 


Ea 


J he Company’s various Sales Executives like Sales Executive 1, 

| SaleS Executive 2 Sales Rxeoutive 3 etc., as Sub-Cost Centres. 

At the time of Voucher entry allocate the expenditure incurred on sales by the Sales Executive, as well as the 
Sales generated by them, for their respective Cost Centres. This will help you to track the overall performance 


of a Sales Executive in terms of Cost and Revenue generated. 
Cost Categories: 
Cost Categories are also useful for the Company to get the summarized report of their corresponding Cost 
Centres in respect of both Revenue and Non-Revenue Items. 
For Example: 
Kolkata, Delhi, Chennai are the Cost Centres belongs to the Cost Category — ‘Branch’ 
Finance, Marketing, Manufacturing are the Cost Centre belongs to the Cost Category — ‘Department’ 
Sales Executive 1, Sales Executive 2 Sales Executive 3 belongs to the Cost Category — ‘Executives’ 
a | 98 
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The following Table will explain you clearly: 
Cost Category Branch Department Executive 
Kolkata Finance Sales Executive | 
Cost Centre Delhi Marketing Sales Executive 2 
Chennai Manufacturing Sales Executive 3 


Maintaining Cost Categories and Cost Centres in Tally Prime: 


Cost 
Based 


Follow the steps given below: 
1. 
2. 


oo 2. 
Mult 


Category Creation 


on the above example, you have to create three Cost Categories like Branch, Department and Executive. 


Gateway of Tally>press F11 (Features) >Enable Cost Centres> Yes> Accept 
Gateway of Tally >Create >Cost Category >Enter 
or, AlttG (Go To) >Create Master >Cost Category >Enter 


‘Primary Cost Category’ exists by default. Tally Prime ask you to Create New or Alt 
Select Create New to create a new cost category and provide required information as follo 
Name: Specify the name of the Cost Category like ‘Executive’ 


Allocate Revenue Items: Set Yes to allocate all Income & Expenses 


Allocate Non-revenue Items: Set Yes to allocate all Assets & Liabilities-€if Tequire 


N.B: Ensure that one must be Yes 


Name : Executive 
(alias) 


Allocate Revenue Items 


| Allocate Non-revenue items 


Accept the Screen or press Ctrl+A to save 


iple Cost Category Creation 


To create multiple Cost Categories, follow the steps given bellow: 


1. 


Gateway of Tally >Chart of Accounts >Cost Categories >AIt+H (Multi-Masters) >Multi Create 
or, Alt+G (go To) > Chart of Accounts >Cost Categories > AIt+H (Multi-Masters) >Multi Create 
Specify the ‘Name’ of the Cost Categories and set ‘Yes’ to their corresponding Revenue and Non- 


revenue Items 
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§.No. Name of Category Allocations for 
Revenue Items Non-Revenue Items| 
1. Branches Yes No 
2. Departments Yes No 
3. Executives Yes No 
Accept ? 
Yes: or No 
|] Q: Quit T | Ja: Accept | I ] | 


3. Accept the Screen or press Ctrl+A to save 


Cost Centre Creation 


steps given below: 


1. 


Gateway of Tally >Create >Cost Centre >Enter 


eee Name - Sales Executive 1 
(alias) 
Accept ? 
Under : ® Primary 
Yes or No 


3. Accept the Screen or press Ctrl+A to save 
Multiple Cost Centre Creation 
To create multiple Cost Centres follow the steps given bellow: 


1. Gateway of Tally >Chart of Accounts >Cost Centre > AIt+H (Multi-Masters) >Multi Create 
or, Alt+G (go To) > Chart of Accounts >Cost Centre> Alt+H (Multi-Masters) > Multi Create 
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2. Under Cost Centre: Specify ‘All Items’ to create multiple Cost Centre under multiple Categories 
Category: Select the Category from the List of Categories 
Name of Cost Centre: Specify the Name of the Cost Centre based on the Category 


Under: Specify ‘Primary’ or any other Cost Centre as required 


Under Cost Centre > # All Items 
S.No. Category Name of Cost Centre Under 
1. BRANCH KOLKATA Primary 
2. BRANCH DELHI Primary 
3. BRANCH CHENNAI Primary 
4. DEPARTMENT FINANCE Primary 
5. DEPARTMENT MARKETING Primary 
6. DEPARTMENT MANUFACTURING @ Primary 
7. EXECUTIVE SALES EXECUTIVE 1 Primary 
8. EXECUTIVE SALES EXECUTIVE 2 Primary 
9. EXECUTIVE SALES EXECUTIVE 3 Primary 
Accept ? 
Yes: or No 
JQ: cui L I Ja:Accent l 


3. Accept the Screen or press Ctrl+A to save 


Enabling the Ledger for Cost Allocation 


Gat Tally> Alter >Ledg Select the specific Ledger >Enter 
Or, Att?G (Go To) >Alter Master >Ledger > Select the specific Ledger >Enter 


Cost centres are applicable: Yes 


Under - Indirect Expenses 


Type of Ledger = 
Cost centres are applicable : Yes 


Accept the Screen or press Ctrl+A to save 
Cost Allocation in Trasaction 


Let us take a example for Cost allocation in transaction: 


| or 
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Travelling Expenses of Rs. 5000 paid to ‘Sales Executive 1’ for Marketing Department of Kolkata Branch. 


Enter the above transaction using Payment Voucher (F5). Now follow the steps given below: 


ees AN OP 


Particulars:Select the ledger which has to be debited e.g., Travelling Expenses 
Amount: Enter the Amount of occurrence e.g., Rs. 5000 

After entering the amount a Cost Allocation window will appear 

Cost Category: Select the Cost Category form the list e.g., Branch 

Name of Cost Centre: Select the corresponding Cost Centre e.g., Kolkata 
Amount: Specify the amount e.g., Rs. 5000 and press Enter 

Cost Category: Again Select the Cost Category form the list e.g., Department 
Name of Cost Centre: Select the corresponding Cost Centre e.g., Marketing 


Amount: Specify the amount e.g., Rs. 5000 and press Enter 


Follow the same for other Categories and Centres if required 


10. 
11. 
12. 
13. 
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Select the ledger which has to be credited e.g., Cash or Bank 


Amount will be captured automatically 
Enter the narration in Narration filed 


Accept the Screen or press Ctrl+A to save 
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No. 8 1-Apr-2] 
Friday 
Particulars Debit Credi| 
Dr Travelling Expenses 5,000.00 
Cur Bal: 5,000.00 Dr 
BRANCH 
KOLKATA 5,000.00 Dr 
DEPARTMENT 
MARKETING 5,000.00 Dr 
EXECUTIVE 
SALES EXECUTIVE 1 5,000.00 Dr 
Cr Cash 5,000.0¢ 


Cur Bal: 6,11,750.00 Dr 


Cost Centre Report 


After entering transactions you can get various kind of Reports in Tally Prime like Category 


report follow the steps given bellow: 
Gateway of Tally >Display More Reports >Statements of Accounts >Cost Cent 
> Category Summary 

> Cost Centre Break-up 
> Ledger Break-up 
> Group Break-up 


2.Gdst Centre Breakup of Ledger 
> CostCentre Breakup of Group 


> Cost Category summary 

> Cost Centre Summary 

> Cost Centre Breakup 

> Cost Centre Monthly Summary 
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What is Inventory Management? 


Inventory management can be defined as a lot of activities done to maintain an optimum number of inventories 
to ensure uninterrupted production, sales, high customer satisfaction, reduced inventory handling cost and so 
on. 

In simple words, inventory management is all about striking the balance between overstocking and under 
stocking. Overstocking will lead to cash flow blockage and additional cost for managing excess stock. On the 
other hand, under stocking leads to loss of sale due to non-availability of stock at the right time. 

Thus, it’s all about for maintaining the right level of inventories at the right time and keeping the inventory 


handling cost at low. 


What is Inventory? 


Inventory is an idle stock of physical goods that contain economic value and are held in various forms by an 
organization. Inventories are held in various forms, it can be a stock waiting for pack g, processing, 
transformation, use or sale in a future point of time. : 
Any organization which engages in production, trading, sales and service of a product will neces 


inventories to aid in future consumption and sale. 


Types of Inventories 


One of crucial for efficient inventory management is to know and understand the different types. of inver 


you deal with. For example, the way you look at raw material differs from the SniShed pipdyt _ 


The following table explains the different types of inventories along: with th ainip és. 


Types of Inventories 


INPUT STAGE PROCESS STAGE OUTPUT STAGE 


Raw Materials Work-in-progress Finished Goods 
Consumables required’ for Sémi-Finished Production in Finished Goods at Distribution 
sis g.de"Manufacturing various stages, lying with Centers throughout Supply Chain 
- various departments like 


Fuel: Stationary 


Production 
Bolts & Nuts etc. 
Final Assembly 


Paint Shop 


Packing etc. 
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Transaction Types 


Inventory transactions are used to track the quantities & movements of inventories. It’s not just your purchase 
or sale that becomes part of your inventory transaction types. While these are most frequent, but you have to 


deal with different inventory transaction types in accordance with the situation. 


| Receipts/Purchase | | Issues/sales | 
Transfers (inward) Transfers (outward) 
| Adjustments (Increase) | | Adjustments (Decrease) | 


Items added through items removed through 
returns inwards returns outwards 


caine Classification 


differentiation by the nature of the stock, value, durability, etc. Although, there is no standard.that — v 
once should classify the inventories but it is recommended that classification shoylete a e ae 


oe 


en 7 


that the end objective you would like to achieve through this. Ps 


% 0 


~ ae K : 
For example, if you would like to see the basis of the report-the ty e ‘ihechtories, you can classify it as raw 
materials, work-in anepTO RIES and. finistied a i aie" ‘Gace easity it by brand, nature, size, colour, 


etc. 


Manufacturing 


TV Sony 
Fridge Samsung 
Washing Machine Lenovo 
Oven Bajaj 
Mixer/Grinder Usha 
Mobile Phone Videocon 
Laptop Dell 


TallyPrime 


Lally 
POWER OF SIMPLICITY Inventory Management 
As shown in the above example, Manufacture would classify the inventory on the basis of the Inventory Types 
while a Trader may classify based on the Type of product or the Brand he is dealing with. It is important to 
keep in mind the end objective of the organization, while classifying the inventories. The better you classify 


your inventories; it becomes easier for you to read through the inventory reports. 


Stock Group in Tally Prime 


Before we consider stock groups, you would need to know about stock items. Like Ledgers, Stock items are the 
primary inventory entity. You will use stock items while recording their receipts and issues. This is the lowest 
level of information about your inventory. Each item which you want to account for, needs to be created. 

Stock items can be grouped together under 'Stock Groups' in inventory section tool bar to reflect their 


classification based on of some commonality. Grouping would enable easy location and reporting of stock 


items in statements. Hence, items of a particular brand can be grouped together so that you can extract stock of 


all items of that brand. 


For example, create Stock Groups like iPhone, Samsung, LG. Your stock items could th 


Stock Group Creation 


To create Stock Group, follow the-steps \wiven bello: W 
7 ee ) _ 


Name: Specify the Name of the Stock Group 
3 Under: Specify whether it is a ‘Primary’ group or a sub-group of another group, by selecting from the 
list 
4. Should quantities of items be added: ‘Yes’ if the quantities of the stock items with similar units of 
measure will be added up in the stock summary report. 
5. Set/Alter GST Details: ‘Yes’ for setting fixed GST Rate, which will be applicable for all items under 
this group. 


6. Accept the Screen or press Ctrl+A to save 
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Stock Group Modification 


Gateway of Tall Alter >Inventory Masters >Stock Group >Select the Stock Group >Enter 
Or, Alt+G (Go To) >Alter Master >Inventory Masters >Stock Group > Enter 


Stock Group Deletion 
Gateway of Tall >Alter >Inventory Masters >Stock Group>Select the Stock 


or, AlttG (Go To) >Alter Master >Inventory Masters >Stock Gro a(t 
Now press AlttD>supply ‘Yes’ to confirm deletion. O 
no 


Remember that the Syoek Shou! \ Stock Item is under this Stock 
SS} 9 Group,’ aio . 
SJ SON ce 
nw 


we 


tiple Stock Group Creation 


You can create multiple stock groups just like multiple ledgers also as follows: 
Gateway of Tally >Chart of Accounts >Inventory Masters >Stock Groups >Enter >press Alt+H (Multi 
Masters) > Multi Create 
Or, AlttG (Go To) >Chart of Accounts >Inventory Masters >Stock Groups >Enter >press Alt+H (Multi 
Masters) > Multi Create. Now follow the steps given bellow: 

1. Under Group: Select All Items to create different group 

2. Name of Stock Group: Specify the Name of the Stock Groups 

3. Under: Specify whether it is a ‘Primary’ group or a sub-group of another group, by selecting from the 

list 


TallyPrime 


POWER OF SIMPLICITY Inventor y Management 


4. Should quantities of items be added: ‘Yes’ if the quantities of the stock items with similar units of 


measure will be added up in the stock summary report. 


Under Group = @ All Items 
§.No. Name of Stock Group Under Should 
Quantities of 
Items be Added 
1. IPhone Primary Yes 
2.|LG Primary Yes 
3. VIVO Primary Yes 


5. Accept the Screen or press Ctrl+A to save 


Stock Sone in peer Prime 


srugture that doesn’t ree to or depend so much on the previous group structure. Stock Categories, is a 


Lette different — They aren’t dependent on any parent group, they are different on their own. 


Following example will help you to understand: 


Stock Items Stock Groups Stock Categories 


iPhone 11 Pro iPhone Dual SIM 


Samsung Galaxy S20 Ultra 5G Samsung Dual SIM 


LG V60 ThinQ LG Dual SIM 


= = 
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From the above stock categories and group structure, stock items classified under Stock Groups are based on 
the phone brand and further classified under Stock Categories are based on the phone features (Single and 
Double SIM). 


Stock Category Creation 
To create Stock Category follow the steps given bellow: 
Gateway of Tally >Create >Inventory Masters >Stock Category >Enter 
Or, AlttG >Create Master >Inventory Masters >Stock Category > Enter 
1. Name: Specify the Name of the Category 
2. Under: Specify whether it is a ‘Primary’ category or a sub-category of another category, by selecting 


from the list 


Accept the Screen or press Ctrl+A to save 


Multiple Stock Category Creation 

You can create multiple stock categories just like multiple stock groups also as follows: 

Gateway of Tally >Chart of Accounts >Inventory Masters >Stock Categories >Enter press Altt+H (Multi 
Masters) >Multi Create 

Or, AlttG (Go To) Chart of Accounts >Inventory Masters >Stock Categories Enter >press Alt+H 
(Multi Masters) >Multi Create. 


"a a 


TallyPrime 


POWER OF SIMPLICITY Inventor y Management 


Units of Measurement in Tally Prime 


Stock Items are purchased or sold on the basis of quantity. The quantity is measured by Units. Hence, it is 
necessary to create Units of Measure. Units can be classified under the following types: 
« Simple Units: When only One Unit is used for receipts and issues of stock items is called Simple Unit 
of Measurement. For Example: Nos, Meters, Kilograms, Pieces etc. 
" Compound Units: When two different types of units can be used for receipts and issues of the stock 


items is called Compound Unit of Measurement. Example: 


First Unit Conversion Factor Second Unit 
Dozen 12 Pcs 
Kg 1000 Grams 
Box 20 Pes 


Creation of Simple Unit of Measurement 


To create Simple Units of Measure, follow the steps given bellow: 


Gateway of Tally >Create >Inventory Masters >Unit >Enter 
Or, AlttG >Create Master > Inventory Masters >Unit Enter 
1. Type: This field will show the Type of Units. 


a. Simple 


b. Compound 


pwo simple units. 
g,the unit of measure. 


hat field or by using SHIFT+TAB [cursor will go to the 


2. Symbol: Define the symbol of the unit, e.g., Nos. This symbol is used in all displays and printouts. 


“~ Formal Name: Specify the formal name of the symbol, e.g., Numbers. This formal name is useful 
during the consolidation of data of different companies, where the symbols might be the same but are 
assigned to different units. The formal name will be used to match them. 

4. Unit Quantity Code (UQC): It is a uniform measuring unit used by department for measuring quantity 
under GST. UQC use to maintain consistency and prevent variations in quantities in the return field by 
different Businesses. In Tally Prime, you can map your unit of measurement to the UQC given by the 
department and file Returns. 

5. Number of decimal places: In this field, you can specify the decimal places for the Units from 0 to 4. 


This field is useful for Units measured in fractions. 
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6. Accept the Screen or press Ctrl+A to save 


You can delete any Unit of Measure by pressing Alt+D in alteration mode, if it is ne d 
ee «| anywhere. 
4a 

Creation of Compound Unit of Measurement wt \ 
A Compound Unit of Measurement is a relation between two o re re) JN before creating a 
Compound Unit, you have to create the Simple Units O%. per the above example i.e., 
Dozen of 12 Pieces, you need golly, Uni py © ee PCS first and after that make them to 
Compound by prog i 


2k AlN - © 


To create Compound Units of Measure, follow the steps given bellow: 
Gateway of Tally >Create >Inventory Masters >Unit >Enter 
Or, AlttG >Create Master > Inventory Masters >Unit >Enter 

1. Type: Select ‘Compound’ from the list 

2. First Unit: Select First Unit from the list, as per above example, select ‘Doz’ 
3. Conversion Factor: Specify the conversion factor, as 12 
4 


Second Unit: Select Second Unit from the list, as per above example, select ‘Pcs’ 
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5. Accept the Screen or press Ctrl+A to save 


Godown in Tally Prime 


items can be prepared in Tally. 


Using the two methods, we can Geena i 
1. Single Godo O- G 
Nal! ce * 
a — Ot 


reate Single Godown, follow the steps given bellow: 
Gateway of Tally >Create >Inventory Masters >Godown7>Enter 
Or, AlttG >Create Master > Inventory Masters >Godown>Enter 
In Tally Prime, “Main Location” is exist as a default godown. If you are creating a Godown for the first time, 
Tally Prime will ask you to alter the Main Location (Alter Existing) or create a new godown (Create New). 
Select ‘Create New’. 

1. Name: Specify the Godown name. You can enter the Godown name as the name of location where it 
has been located. 


2. Under: Specify under which Godown comes. 


= Fre] 
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3. Accept the Screen or press Ctrl+A to save 


Multiple Godown Creation 


You can create multiple Godowns, follow the steps given bellow: 
Gateway of Tally >Chart of Accounts >Inventory Masters >Godown >Enter > gs 
>Multi Create 
Or, Alt+G (Go To) Chart of Accounts >Inventory Master; 
Masters) > Multi Create. AVG 
1. Under Godow “Gated? 
A 


creates CS 
yp) Names cify the name L =# godown 


owt O 
or a tnstebadin under which the different godown is to be 


Under Godown ¢ All items 

S.No. Name Under 
1. BIRATI @ Primary 
2. SHYAM NAGAR Primary 
3. HARIDEBPUR Primary 


4. Accept the Screen or press Ctrl+A to save 
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Stock Item in Tally Prime 


The Inventory or Stock Item refers to the raw materials used in production as well as the goods produced that 


are available for sale. A company's Stock represents one of the most important assets it has because 


the turnover of inventory represents one of the primary sources of revenue generation and subsequent earnings 


for the 


company's shareholders. There are three types of inventories, including raw materials, work-in- 


progress, and finished goods. It is categorized as a current asset on a company's balance sheet. 


Single Stock Item Creation 


To create single stock item, follow the steps given bellow: 


Gateway of Tally >Create >Inventory Masters >Stock Item Enter 


Or, AlttG >Create Master >Inventory Masters >Stock Item >Enter é 


Name: Specify the name of the item 
Under: Select Primary or an existing Stock Group from the list under which it will be 
Category: Select the applicable Category from the list 


Units: Select the Unit of Measurement applicable for the stock item 


Statutory Details: Specify the applicable Taxability with other details depending on t s (F11) 
enabling by you 


Opening Balance: Specify the opening balance (if any) along with Godown details io 
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Multiple Stock Item Creation 


To create multiple stock items, follow the steps given bellow: 
Gateway of Tally >Chart of Accounts >Inventory Masters >Stock Items Enter >press AlttH (Multi 
Masters) >Multi Create 
Or, Alt+G (Go To) >Chart of Accounts >Inventory Masters >Stock Items >Enter >press Alt+H (Multi 
Masters) > Multi Create. 
1. Under Group: Select the Stock Group from the list under which the items to be create 
Name of Item: Specify the name of the item 
Under: Select Primary or an existing Stock Group from the list under which it will be create 


Category: Select the applicable Category from the list 


Units: Select the Unit of Measurement applicable for the stock item 


OY ae ee ie ON 


Statutory Details: To provide Statutory Details, press Ctrl+I (More Details) and prov 


details 


7. Opening Balance: Specify the opening balance (if any) along with Godown details 


Under Group : # All Items 1-Apr-22 to 1-Feb-23 


5.No. Name of Item Under Category 


Units Opening Qty = Rate per 
1. Samsung Galaxy Note 9 Samsung Single SIM 

Pcs 10 PCS 35,000.00 PCS 
2. LG V35 Thin@ LG Single SIM 

PCS 5PCS 25,000.00 PCS 1,25,000.0( 
3. iPhone 11 Pro IPhone Dual SIM 

Pcs 3PCS 75,000.00 PCS 2,25,000.0() 
4. Samsung Galaxy $20 Ultra 5G Samsung Dual SIM 

Pcs 4PCS 40,000.00 PCS 1,60,000.0( 
5. LG V60 ThinQ LG Dual SIM 

PCS 7PCS 36,000.00 PCS 2,52,000.0( 


Accept ? 


Yes: or No 


[pau | Texas 


8. Accept the Screen or press Ctrl+A to save 


Purchase Process in Tally Prime 


A purchase involves the acquisition of goods or services in exchange for a payment of some kind. The 
payment is usually in cash or credit (to be paid later). A purchase may also be part of a barter transaction 


where different non-cash assets are exchanged or it may be in exchange for the assumption of a liability. 
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Purchasing is a crucial part of the manufacturing process, where raw materials must be acquired and 
converted into finished goods. 
Normally purchase process involves the followings: 

e Purchase Order 

e Purchase Challan 


e Purchase Bill 
Purchase Order: 


A Purchase Order (also known as a PO) is the official document sent by a buyer to a vendor with the 
intention to track and control the purchasing process. Once a vendor accepts the PO, it becomes a legally 


binding contract. 


Purchase Order in Tally Prime 


To record a Purchase Order, follow the steps given bellow: 
Gateway of Tally >Vouchers >F10 (Other Vouchers) >Purchase Order Enter or Press Ctr 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) >Purchase Order Enter 
If the Purchase Order is not activated earlier, then select “Show Inactive” and press Enter. All Inactive. 


Vouchers will appear in the list. Select Purchase Order and press Enter. Supply ‘Yes’ to activate it on screen. | 


1. Party A/c name: Select the Supplier from the list 

Provide Order, Receipt, Party details as required 
Order no.: Specify the Purchase Order Number 
Purchase ledger: Select the Purchase Ledger 
Specify the Item, Quantity, : rit 


ON a er 


captured.automatically 


“|Party A/c name: SS ENTERPRISE 
Current balance 12,38,400.00 Cr Order no_ : P_Ord-001 
«| Purchase ledger = PURCHASE 
Current balance 9,75,000.00 Dr 
Name of Item Quantity Rate per Amoun 
iPhone 11 Pro 7 PCS 75,000.00 PCS 5,25,000.0( 
LG V35 ThinQ 5 PCS 25,000.00 PCS 1,25,000.0¢ 
Samsung Galaxy S20 Ultra 5G 6 PCS 40,000.00 PCS 2,40,000.0¢ 
8,90,000.0( 
* End of List 
2 
Narration: 18 PCS a apn 
Yes: or No 
lo Quit | Ja Accept [ { D: Delete iE Cancel Vch [ ] 
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7. Enter the Narration in Narration field 


8. Accept the Screen or press Ctrl+A to save 


Receipt Note (Purchase Challan): 


Purchase Challan is an agreement to sell the goods in which ownership of the goods is not passed to the 
buyer till an Invoice is prepared. The customer has only the possession of the goods but he is not the owner 


of the goods. It shows the quantity, rate and other details of goods sent to the customer. 


Receipt Note (Purchase Challan) in Tally Prime 
To record Receipt Note, follow the steps given bellow: 


Gateway of Tally >Vouchers >F10 (Other Vouchers) >Receipt Note >Enter or Press Alt+ 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Receipt Note Enter 


will appear in the list. Select Receipt Note and press Enter. Supply ‘Yes’ to activate it on screen. 


Ree 


1. Reference No: Specify the Receipt Note Number with Date 


Party A/c name: Select the Supplier from the list to whom Purchase Order is placed 


Provide Order(Select from the List of Orders), Receipt, Party details as req 
Purchase ledger: Select the Purchase Ledger ~ 


Specify the Item, Quantity, Rate,Godown allocation. lon wit flan details 


Gy a a 


Receipt Note [ay 1-Feb-2: 
Reference No P_Chl-001 Date : 1Feb-23 Wednesday 
Party A/c name -: SS ENTERPRISE 
Current balance 12,38,400.00 Cr 

., Purchase ledger > PURCHASE 
ts, | Current balance 9,75,000.00 Dr 
“ ‘| Name of Item Quantity Rate per Amoun| 
"| iPhone 11 Pro 7PCS 75,000.00 PCS 5,25,000.0¢ 
LG V35 ThinQ 5 PCS 25,000.00 PCS 1,25,000.0( 
Samsung Galaxy S20 Ultra 5G 6 PCS 40,000.00 PCS 2,40,000.0( 
8,90,000.0( 
* End of List 
2, 
Narration: 18 PCS PLCC? 
Yes or No 
Ip Quit | 1 | A:Accept I i | D: Delete ]x:cancel Vch 
7. Accept the Screen or press Ctrl+A to save 
—Ses 
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Purchase Bill or Invoice 

An Invoice is an official payment request sent by the vendor to their buyers once the order is fulfilled. It 
lists down the goods or services that have been delivered and specifies the amount of money that is owed. 


Typically, an invoice contains an invoice number, vendor information, credits/discounts availed, payment 


schedule/date, and total amount due. 


Purchase Bill or Invoice in Tally Prime 

To record Purchase Invoice, follow the steps given bellow: 

Gateway of Tally >Vouchers >F10 (Other Vouchers) >Purchase >Enter or Press F9 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Purchase Enter 


By default, it was activated, if not, then select “Show Inactive” and press Enter. All Inactive Vouchers will 
appear in the list. Select Purchase and press Enter. Supply ‘Yes’ to activate it on screen. 


1. Supplier Invoice No: Specify the Supplier Invoice Number with Date 


2. Party A/c name: Select the Supplier from the list to whom the Purchase Order is place 
3. Provide Receipt Note No (Select from the List of Tracking Numbers), Party details as requ ed 
4. Purchase ledger: Select the Purchase Ledger 

5. Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan detafls 


No. 5 1-Feb-2} 
Supplier Invoice No.: P_Inv-001 Date : 1Feb-23 Wednesday 
Party A/c name - SS ENTERPRISE 
Current balance 12,38,400.00 Cr 
Purchase ledger = PURCHASE 
Current balance 9,75,000.00 Dr 
Name of Item Quantity Rate per Amoun 
iPhone 11 Pro 7 PCS 75,000.00 PCS 5,25,000.04 
LG V35 ThinQ 5 PCS 25,000.00 PCS 1,25,000.0¢ 
Samsung Galaxy $20 Ultra 5G 6 PCS 40,000.00 PCS 2,40,000.0¢ 
8,90,000.0¢ 
¢ End of List 
2 
Narration: 18 PCS array 
Yes: or No 
a: quit | ] Ja: Accept [ | D: Delete | x: cancel Vch 


6. In Bill-wise Details, select ‘New Ref? and provide the Invoice Number (Automatically Captured) 
7. Enter the Narration in Narration field 


8. Accept the Screen or press Ctrl+A to save 
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Sales Process in Tally Prime 
A sale is an exchange of money for goods, services or other property. In accounting, net sales refer to the 
operating revenues earned by a company by selling their products or services. 
In general business operations, sales refer to any transactions where money or value is exchanged for the 
ownership of a good or entitlement to a service. In an accounting context, sales refer to a company's revenue 
earned from the sales of products or services (net sales). 
Normally purchase process involves the followings: 

e Sales Order 
e Sales Challan 
e Sales Bill 


Sales Order 


fulfilled and picked up by the customer, the sales order is used as a receipt to make sure the correct amount and 
types of products are given to the customer. 


In simple terms, a sales order is a request from a customer for specific items. 


Sales Order in Tally Prime 
To record a Sales Order, follow the, steps given betfow 
Gateway of Tally > Vouchers’ SF ‘10. (Othe 
Or, AlttG (Gor o) Croaté oue] 


rT Sales Order >Enter or Press Ctr1+F8 
er Vouchers) >Sales Order >Enter 


If Sales Order i is not ‘activated earlier, then select “Show Inactive” and press Enter. All Inactive Vouchers will 
appear in the list. Select Sales Order and press Enter. Supply ‘Yes’ to activate it on screen. 
1. Party A/c name: Select the Customer from the list 
Provide Order, Dispatch, Party details as required 
Order no.: Specify the Sales Order Number 
Sales ledger: Select the Sales Ledger 
Specify the Item, Quantity, Rate along with Godown allocation 
Amount will be captured automatically 


Enter the Narration in Narration field 


CO) Oy A ee Oe 


Accept the Screen or press Ctrl+A to save 
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No. 2 1Feb-2] 
Wednesday 
Party A/c name - ARS TRADERS 
Current balance 3,97,500.00 Dr Order no. > S_Ord-001 
Sales ledger : SALES 
Current balance 1,87,500.00 Cr 
Name of Item Quantity Rate per Amoun| 
iPhone 11 Pro 7 PCS 77,500.00 PCS 5,42,500.0(¢ 
LG V35 ThinQ 6 PCS 27,500.00 PCS 1,65,000.0( 
Samsung Galaxy S20 Ultra 5G 6 PCS 42,500.00 PCS 2,55,000.0¢ 
9,62,500.0( 
¢ End of List 
Narration: 19 PCS 
(JQ: Quit T “Jasaccept | Jp: Delet |x 


Gatew ally. ther Vouchers) >Delivery Note Enter or Press Alt+F8 
Or, Ale (Go To) >Create Voucher >F10 (Other Vouchers) > Delivery Note >Enter 
If the Delivery Note is not activated earlier, then select “Show Inactive” and press Enter. All Inactive Vouchers 
will appear in the list. Select Delivery Note and press Enter. Supply ‘Yes’ to activate it on screen. 
1. Party A/c name: Select the Customer from the list with whom Sales Order is made 
Provide Order(Select from the List of Orders), Dispatch, Party details as required 
Sales ledger: Select the Sales Ledger 
Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan details 


Enter the Narration in Narration field 


OV es 


Accept the Screen or press Ctrl+A to save 
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No. 3 1-Feb-23 
Wednesda’ 
Party A/cname  : ARS TRADERS 
Current balance 3,97,500.00 Dr 
Sales ledger : SALES 
Current balance 1,87,500.00 Cr 
Name of Item Quantity Rate per Amoun) 
iPhone 11 Pro 7PCS 77,500.00 PCS 5,42,500.0¢ 
LG V35 ThinQ 6 PCS 27,500.00 PCS 1,65,000.0¢ 
Samsung Galaxy S20 Ultra 5G 6 PCS 42,500.00 PCS 2,55,000.0( 
9,62,500.0¢ 
¢ End of List 
2 
Narration: 19 PCS pore? 
Yes or No 
(JQ: Quit J A: Accept ] D: Delet |x I 


Sales Bill or Invoice 


A sales invoice, or sales bill, is an essential and common document used by all nee of companies. 


Companies use sales invoices to inform customers of the amount they owe in exchange for goods or servi es 


that were sold. A sales invoice should include which items the customer PEschasec: how many ‘of the items 


were purchased, any discounts received and the total amount owed. Most ‘sales i invoices will always include 


information as to when payment is expected. 


Gateway ‘of Tally >Vouchers >F10 (Other Vouchers) >Sales >Enter or Press F8 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Sales >Enter 


By default, it was activated, if not, then select “Show Inactive” and press Enter. All Inactive Vouchers will 
appear in the list. Select Sales and press Enter. Supply ‘Yes’ to activate it on screen. 
1. Party A/c name: Select the Customer from the list to whom materils has been dispatched 
Provide Delivery Note No (Select from the List of Tracking Numbers), Party details as required 
Sales ledger: Select the Sales Ledger 
Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan details 


In Bill-wise Details, select ‘New Ref? and provide the Invoice Number 


ak od 


Enter the Narration in Narration field 


as rr 


TallyPrime 


Lally 


POWER OF SIMPLICITY Inventor y Management 
No. 5 1-Feb-23 
Wednesday 
Party A/c name -: ARS TRADERS 
Current balance 3,97,500.00 Dr 
Sales ledger : SALES 
Current balance 1,87,500.00 Cr 
Name of Item Quantity Rate per Amoun| 
iPhone 11 Pro 7 PCS 77,500.00 PCS 5,42,500.0¢ 
LG V35 ThinQ 6 PCS 27,500.00 PCS 1,65,000.0¢ 
Samsung Galaxy S20 Ultra 5G 6 PCS 42,500.00 PCS 2,55,000.0( 
9,62,500.0¢ 
* End of List 
2 
Narration: 19 PCS Seco? 
Yes or No 
| a: Quit | Ja: Accept | D:Delet |x: Cancel Vch =— | 


7. Accept the Screen or press Ctrl+A to save 


Stock Journal 


To transfer of Materials from one godown to another: 


Gateway of Tally > Vouchers PERCE eaaiad Geo J ournaly” 


Seléct fe name of the Item from the ‘List of Items’, which needs to be transferred under ‘Source’. 


Godown- 

Select the Godown from the List of Godowns, from which goods are getting transferred. 

Quantity, Rate and Amount- 

Enter the quantity of the items that are getting transferred and rate, amount will pop up automatically. 
Note: The rate that is captured here is obtained from the Godown summary. 

Destination (Production): 

Name of Item- 


Select the name of the Item from the List of Items under the column Destination. 
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Godown- 


Select the Godown from the List of Godowns, to which goods are being transferred. 


No. 1 1-Feb-2. 
Wednesda’ 
Transfer of Materials 
Source (Consumption) Destination (Production) 
Name of Item Godown Name of Item Godown 
Quantity Rate Amount Quantity Rate Amoun| 
Samsung Galaxy Note 9 MANIKTALA Samsung Galaxy Note 9 BARA BAZAR 
5 PCS 35,000.00/PCS 1,75,000.00 5 PCS 35,000.00/PCS 1,75,000.04 


Q: Quit T ] Ja:Accept I | |p: Detete ]x:cancel veh |] 


Accept ? 
5 PCS 1,75,000.00 5 PCS 
Narration: Yes or No 
% 


Quantity, Rate and Amount- 


Enter the quantity of the items that are being transferred. The rate and amount will be say automat all 
Enter the Narration in Narration field 


Accept the Screen or press Ctrl+A to save 


Physical Stock 


Physical Stock Voucher i is s used for recording the chia stock which is verified or counted. It could happen that 


the Book Stocks and the Physical St k ‘do not match. A physical stock voucher is used to record the actual 


stock of a particular stock item. In the inventory books, the actual balance of stock in hand as on the date of 
voucher entry is shown and the difference in stock is automatically added as inwards or outwards as the case 


may be. 


To record Physical Stock Voucher: 

Gateway of Tally >Vouchers >press Ctrl+F7 (Physical Stock) 

Or, Alt+G (Go To) >Create Voucher >press Ctrl+F7 (Physical Stock) 

Name of Item 

Select the name of the item from the List of items, for which physical stocks need to be recorded. 
Godown 


Select the Godown from the list 
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Batch / Lot No 


Select the Batch number (Batch details will appear only if, Batch wise details are activated in the Stock Item 
Master screen) for which the Physical Stock quantity is to be recorded. 

Quantity 

Enter the Physical Stock quantity 

Note: Physical Stock quantity will be displayed as Actual Stock in the Stock Summary report from the date of 
entry of the Physical Stock. 


No. 1 1-Feb-23 
Wednesday 


Physical Stock Verification 


Name of Item 
Godown Batch/Lot No. Mfg Dt. EqryDae Quantity Amoun| 


iPhone 11 Pro 
MANIKTALA 2PCS 


Accept ? 


Narration: Yes or No 


[a Quit 


Enter the Narration in Narration’ eld 


Accept the Screen 6 press Ctrl to save 


Mantifacturing Process 

Manufacturing is the production of goods through the use of labour, machinery, tools and biological or 
chemical processing or formulation. Manufacturing can either mean transforming raw materials into finished 
goods on a large scale, or the creation of more complex items by selling basic goods to manufacturers for the 
production of items such as automobiles, aircraft, or household appliances. 

Raw materials are transformed into finished products through manufacturing engineering or the manufacturing 
process. This process begins with product design and materials selection. The materials are modified during 


various manufacturing processes to create the finished product. 
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MANUFACTURING PROCESS 


Supplier Raw material Manufacturing 


Storage 


Shipping 


Manufacturing Process in Tally Prime 


If you are involved in the Manufacturing process in which raw V materials are consumed and finished goods are 


produced, then you can run that “production process using “Tally Prime as well. The Items purchased for 


production (Raw Material & Components) are different from Items sold (Finished Goods). 


Bill of Materials 

Every manufacturing is followed by a formula of finished goods. It is called Bill of Materials. Bill of Materials 
(BOM) is a outline of finished product showing the standard consumption of each Raw Materials to produce a 
Finished product. 

As per BOM Raw Materials are consumed, in addition, Overheads and expenses are incurred and there by 
Finished Goods are produced. For any production system, where some materials are consumed to produce a 
different product (Finished Goods), the BOM may be created, specifying the standard quantity for Consumption 
and Production. This is used to in Manufacturing Journals for effective control of materials issue and 


consumption in a production system. 
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Example: 


Your company makes a new Aquafina Bottle of mineral water. The company suppose to produce 100 Bottles. 


Required Raw Materials for 1 Number Bislery Bottles are as follows: 


o Mineral Water.....1 Ltr 


o Empty Bottle...... 1 Pes 


Oo Label............... 1 Pcs 
©: “Capi cacsnserveceasss 1 Pcs 
Enable Bill of Materials 


On Stock Item Creation screen, press F12 (Configuration) >Set Components List (Bill of Materials) in Stock 


Item > Yes 


Provide aliases for Name 

Provide language aliases for Name 

Provide Part No. for Stock Items 

Provide Descriptions for Stock Items 

Provide Notes for Stock Items 

Inventory Details 

Use Stock Group for Stock Items 

Use Stock Category for Stock Items 

Provide Units of Measurement (UoM) for Stock Items 
Use Alternative Units 


Mode) 
Use Costing and Market Valuation Methods for Stock Items = 
Set options for Stock Item Behaviour : 


GST Details 
Set GST details 

TCS Details 

Set TCS Details 

Statutory Details 

Set Inclusive of Duties and Taxes option 
Provide Rate of Duty 


Now create the stock items as follows: 


TallyPrime 


Name Under Units Set Components Opening Godown Rate 
(BOM) Quantity 

Mineral Water Raw Materials Ltr No 100 Ltr Bara Bazar | 12.00/Ltr 

Empty Bottle Raw Materials Pes No 100 Pcs Bara Bazar 1.00/Pcs 

Label Raw Materials Pcs No 100 Pes Bara Bazar 1.00/Pcs 

Cap Raw Materials Pes No 100 Pcs Bara Bazar .50/Pes 
Aquafina Finished Goods Pcs Yes - - - 
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Name 
(alias) 
Under > FINISHED GOODS Statutory Details 
Category : @ Not Applicable GST Applicable = ¢ Applicable 
Units SiR ES Set/Alter GST Details : No 
Type of Supply > Goods 


Rate of Duty (eg §) 


| |D: Delete 


On Finished Goods (Aquafina) creation screen set ‘Yes’ to Set Components (BOM)to provi 


formula. 


duction 


BOM List of : Aquafina 
Name of BOM 


| Q: Quit 


|A:Accept 


Now specify the production formula to produce 1 Pcs of Aquafina Mineral Water Bottle that will be captured 


by Tally at the time of Entering Manufacturing entry and also compute the total Raw Materials consumed 


depending on the specific quantity of Finished Goods. 
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Activate Windov 
Go to Settings to acti 


Accept the screen or press Ctrl+A 
Manufacturing Voucher Type Creation 


By default, Manufacturing Voucher Type is not available in Tally Prime. You have to create a ne" er 


type to run the manufacturing process. 


To create a Manufacturing Voucher Type follow the steps given bellow: 
Gateway of Tally >Create >Voucher Type > Enter 
Or, Alt+G (Go TO) >Create Master > Voucher Type Enter 


1. Name: Manufacturing 


2. Select type of voucher: Stock Journal 
3. Activate this Voucher Type: Yes 
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4. Method of voucher Numbering: Automatic 
5. Use advanced configuration: Set ‘Yes’ to specify the numbering style otherwise ‘No’ 
6. Use as a Manufacturing Journal: Yes 
re 


Accept the screen or press Ctrlt+A 
Manufacturing Voucher Entry 


Manufacturing entry is the record of material produced and corresponding material consumed for the 
production in a manufacturing process. 

To record Manufacturing Voucher, follow the steps given bellow: 

Gateway of Tally >Vouchers >press Alt+F7 (Stock Journal) >Manufacturing 

Or, Alt+G (Go To) >Create Voucher > press Alt+F7 (Stock Journal) >Manufacturing 


Now enter the required details as given bellow: 


1. Name of product: Specify the Name of Product (Finished Goods) 


2. Godown: Select the Godown from the list to store after production 
3. Qty: Specify the quantity to be produced 
4. Components (Consumption): Captured automatically based on formula 
5. Type of Additional Cost: Specify the Additional Expenses occurred during production 
6. Enter the narration in Narration field 
Wednesda’ 
Manufacture of Materials 
Name of product: Aquafina Name of BOM: Aquafina 1 Ltr Godown: MANIKTALA Qty: 100PCS 
%- of Cost allocation 100 % 
Components (Consumption) Co-Product/By-Product/Scrap 
Name of Item Godown Name of Item Godown % of Cost 
Quantity Rate Amount allocation _ Quantity Rate Amoun| 
Mineral Water BARA BAZAR * End of List 
100 Ltr 12.00/Ltr 1,200.00 
Empty Bottle BARA BAZAR 
400PCS  1.00CS 400.00 
Label BARA BAZAR 
100 PCS 1.00/PCS 100.00 
BARA BAZAR 
100PCS 0.50PCS 50.00 
Cost of components: 1,450.0( 
Type of Additional Cost Percentage 
PACKING CHARGES 5% 72.5 
LABOUR CHARGES 10% 145.04 
Total Addl. Cost = 217.50 
Effective Cost : 1,667.51 
Allocation to Primary Item : 1,667.5 
— 1,450.00 Effective rate of Primary Item 16.68/PCS 
Narration: 
|. Q:Quit | | JA:Accept | | Jp: Delete ~]x:Cancel veh | ia 


7. Accept the screen or press Ctrl+A 
Stock Summary Report 


Gateway of Tally >Stock Summary 
Or, Gateway of Tally >Display More Reports >Inventory Books >Stock Group Summary 
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Tutor Joes Computer Education 
Particulars 1-Apr-22 to 1-Feb-23 | 
Closing Balance 
Quantity Rate Value 

ACC SUPER 250 BAGS 500.00 = 1,25,000. 
FINISHED GOODS 120PCS 3,139.73 _3,76,767.! 
Aquafina 100 PCS 16.68 1,667. 
COMPUTER 20PCS 18,755.00 3,75,100. 
IPhone 12PCS 66,666.67 —_8,00,000. 
iPhone 11 Pro 2PCS 75,000.00 = 1,50,000. 
IPhone XS 10PCS 65,000.00 —6,50,000. 
LAFARGE 250 BAGS 550.00 1,37,500.! 
LAFARGE CRONCRITO 250 BAGS 550.00 —1,37,500. 
LG 11PCS 32,000.00 _3,52,000. 
LG V35 ThinQ 4PCS 25,000.00 = 1,00,000. 
LG V60 ThinQ 7PCS 36,000.00 2,52,000. 
RAW MATERIALS 280PCS 1,907.14 —_5,34,000. 
KEY BOARD 80 PCS 350.00 28,000. 
MONITOR 30PCS 4,500.00 1,35,000. 
MOUSE 80 PCS 250.00 20,000. 
SPEAKER 60 PCS 850.00 51,000. 
SYSTEM UNIT 30PCS 10,000.00  3,00,000. 
Samsung 14PCS 36,428.57 _5,10,000. 
Samsung Galaxy Note 9 10PCS 35,000.00  3,50,000. 
Samsung Galaxy S20 Ultra 5G 4PCS 40,000.00  1,60,000. 

Activate Windov 

|_Grand Total = : SoS 28,35,267-5 

R: Remove Line U: Restore Line 


Godownwise Report 


Gateway of Tally >Display More Reports >Inventory Books >Godowns 


Particulars 


MANIKTALA 


4 


Grand Total 


Tutor Joes Computer Education 
1-Apr-22 to 1-Feb-23 


Closing Balance 
_ Quantity 


Samsung 5PCS 35,000.00 —— 


Rate 


Value 


152PCS 12,261.63 18,63,767- 
120PCS 3,139.73 3,76,767- 
12PCS 66,666.67 8,00,000. 
11 PCS 32,000.00 3,52,000. 
9PCS 37,222.22 3,35,000. 
7,96,500.0 
250 BAGS 500.00 1,25,000. 
250 BAGS 550.00 1,37,500. 
280PCS = 1,907.14 5,34,000. 


Space: Select 
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Stock Category wise Report 
Gateway of Tally >Display More Reports >Inventory Books >Stock Category Summary 


ie a a 7 Tutor Joes Computer Education 
Particulars 1-Apr-22 to 1-Feb-23 
Closing Balance 
Quantity Rate Value 
iPhone 11 Pro 2PCS 75,000.00 —1,50,000. 
LG V60 ThinQ 7PCS 36,000.00 252,000. 
Samsung Galaxy S20 Ultra 5G 4PCS 40,000.00  1,60,000. 
NORMAL 250 BAGS 500.00 1,25,000. 
ACC SUPER 250 BAGS 500.00 1,25,000. 
Single SIM 24PCS 45,833.33 11,00,000. 
(Phone XS 10PCS 65,000.00  6,50,000. 
LG V35 ThinQ 4PCS 25,000.00 1,00,000. 
Samsung Galaxy Note 9 10PCS 35,000.00 3,50,000. 
STRONG 250 BAGS 550.00 __1,37,500.! 
LAFARGE CRONCRITO 250 BAGS 550.00 = 1,37,500. 
Aquafina 100 PCS 16.68 1,667. 
MANIKTALA 100 PCS 16.68 1,667. 
COMPUTER 20PCS 18,755.00 —_3,75,100. 
MANIKTALA 20PCS 18,755.00 3,75, 100. 
KEY BOARD 80 PCS 350.00 28,000. 
SEALDAH 80 PCS 350.00 28,000. 
MONITOR 30PCS 4,500.00 _1,35,000.0f 
SEALDAH 30PCS 4,500.00 1,35, 000. 
MOUSE 80 PCS 250.00 20,000. 
SEALDAH 80 PCS 250.00 20,000. 
SPEAKER 60 PCS 850.00 51,000. 
SEALDAH 60 PCS 850.00 51,000. 
SYSTEM UNIT 3.00,000-04 
aan 2 3.0000 
Grand Total 5 
Space: Select 


Stock Item wise Report 
Gateway of Tally >Display More Reports >Inventory Books 


Stock Item: iPhone 11 Pro 1-Feb-23 to 28-Feb-2. 
Date Particulars Vch Type Vch No. Inwards Outwards Closing 
Quantity Value Quantity Value Quantity Value | 
1Feb-23 Opening Balance 3PCS —2,25,000.00 3PCS —_2,25,000.0¢ 
1-Feb-23 ARS TRADERS Sales 5 TPCS — 5,42,500.00 
@, | 1Feb-23 Physical Stock Physical Stock 1 1PCS 2PCS —1,50,000.0¢ 
AN 
& 
Fal 


Activat 


Totals as per ‘Default’ valuation : 10 PCS 7,50,000.00 8 PCS 5,42,500.00 -2 PCS 


« | Space: Select :Insert Vch R: Remove Line 
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Stock Query Report 


Gateway of Tally >Display More Reports >Statements of Inventory >Stock Query 


Name : iPhone 11 Pro Part No. : 
Group : IPhone Category : Dual SIM 
Closing Balance [2 PCS Closing value = 1,50,000.00 
Cost price : 75,000.00/PCS Standard selling price > 77,500.001PCS 
Costing method : Default Market valuation method : Default 
Standard cost 2 15,000.00PCS 
Purchases Sales 
Last purchasedon _: 1-Feb-23 SS ENTERPRISE TPCS @ 75,000.00/PCS _Last sold on :1-Feb23 ARS TRADERS 7 PCS @ 77,500.00/PCS 
Date Party Name Quantity Rate Disc % Amount Date Party Name Quantity Rate Disc % Amoun 
| Feb-23.SSENTERPRISE == TCS 75,000.00 525,000.00 = 1-Feb-23 ARS TRADERS TPCS 77,500.00 5,42,500.06 
Godown /Batch Details Items of Same Category 
Godown Batch Quantity Item Name Quantity Cost Sale Price 
MANIKTALA Primary Batch 2PCS iPhone 11 Pro 2PCS 75,000.00 77,500.00 
LG V60 ThinQ 7PCS 36,000.00 
Samsung Galaxy S20 Ultra 5G 4PCS 40,000.00 42,500.00 
Total 2PCS Total 13 PCS 
| o:auit | Enter: Display Veh || space: Select lay | U: Restore Line 


Movement Analysis Report 


Gateway of Tally >Display More Reports Statements of Inventory >Movemenit Analysis ransfer 
Analysis > Manufacturing 


Manufacturing 
Tutor Joes Computer Education 
Particulars 1-Apr-22 to 1-Feb-23 
Goods In (Production) Goods Out (Consumption) 
Quantity Eff. Rate Value Quantity Eff. Rate Value 
}Aquaing 00 PCS 16.68 1,667.50 
{ 100 PCS 0.50 50.04 
100 PCS 1.00 100.04 
100 PCS 1.00 100.04 
Mineral Water 100 Ltr 12.00 1,200.04 
Grand Total 100PCS 16.68 1,667.50 
Space: Select R: Remove Line 
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Tax Deducted at Source (TDS) 


TDS or Tax Deducted at Source is a direct taxation mechanism which was introduced to collect taxes from the 
source of income itself or at the time of income payout. Under this mechanism, if a person (Deductor) is liable 
to make payment to any other person (Deductee) will deduct tax at source and transfer the balance to the 
Deductee. The amount of TDS deducted will be remitted on your behalf to the Income tax department. 
Deductee can claim/adjust TDS credit while filing Income Tax Return against income tax payable. Deductee 


can check the TDS amount in the Form 26AS or TDS Certificate issued by the Deductor. 


Types of Payment on which TDS is applicable 


Here is a list of the various types of Payment- 


° Salary 

e Amount that is kept under LIC 

e Bank Interest 

e Deemed Dividend 

° Brokerage or Commission 

e Professional or Consultant fees 

e Compensation on an immovable property that is acquired 
° Contractor payments 

e Insurance Commission 

e Interest on Securities 

e Interest other than the Interest on Securities - 


Payment of rent 


The.awards won from games such as crossword puzzles, cards, or lottery, etc. 


oo 


TDS Process 


1. Deductee (Seller) provides Services and Bill to the Deductor (Buyer) 
Deductor makes the payment after deducting TDS. 

Deductor remits the TDS amount into the Bank (treasury) 

Bank Treasury remit the amount to the Government Account 
Deductor issues Form 16A to Deductee for the TDS amount deducted 
Deductor files e-TDS to NSDL. (National securities deposit limited) 
NSDL uploads the e-TDS information to the Income Tax Department 


OS gy Se a 


Deductee Files the Return with Form 16/16A to income Tax Department 
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TAN 


In India, the Income Tax department issues a 10 digit alphanumeric number to all persons who bear the 
responsibility of deducting tax at source (TDS) or collecting tax at source (TCS). This number is unique and is 
known as the TAN. Under Section 203A of the Income Tax Act’1961, the TAN number has to be quoted on all 
TDS returns filed. 

Full form of TAN is Tax Deduction and Collection Account Number 

Format of TAN is WBGT78452R 


PAN 


PAN is a means of identifying various taxpayers in the country. Pan Card is a 10-digit unique identification 
alphanumeric number (containing both alphabets and numbers) assigned to Indians, mostly to those who pay 
tax. 
Full form of PAN is Permanent Account Number 


Format of PAN is ALWCT5723K 
TDS in Tally Prime 


To maintain TDS in Tally Prime, let’s take an Example: 


Audit fees payable to Mohit Agarwal (Individual / HUF - Resident) — Rs. 3, 00,000. Company 


deducts TDS from his amount and remits to the Income Tax department. Bill No: Mht-001 al 
TDS Nature of payment: Professional Fees —_ 
Section: 194J 

Threshold limit: Rs. 30,000 


Follow the steps given bellow 
Enabling TDS 


FLL-for Company features 


Enable Tax Deducted at Source (TDS): Yes and Press enter 

Company TDS Deductor Details 

TAN registration number: Enter TAN Registration Number (T23568912SKD) 

Tax deduction and collection Account Number (TAN): Enter the TAN number (WBGT78452R) of 
the Deductor 

Deductor Type: Company 

Deductor Branch / Division: Provide Branch or Division name of the Company (if any) 


Set / Alter details of person responsible: Yes and Enter the person responsible details 
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Company TDS Deductor Details 


TAN registration number > T23568912SKD 
Tax deduction and collection Account Number (TAN): WBGT78452R 
Deductor type S 


Company 
Deductor branch/division 


Set/alter details of person responsible :[¥es__] 
Rate & Exemption Details 


Ignore IT exemption limit for TDS deduction = No 
Activate TDS for stock items > No 


| Q:Quit | __|A:Accept 


e Accept the screen or press Ctrlt+A 


Creating TDS Nature of Payment: 


Gate Way of Tally >Create Statutory Master >TDS Nature of Payments Enter 


| Q: Quit | 1 A: Accept | 


1. Name: Enter the name of the Nature of Payment 
2. Section: Enter the Section as per TDS law 
3. Payment code: Enter the payment code 
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4. Rate for Individuals / HUF: 10% 
With PAN 
5. Rate for other deductee types: 10% 
With PAN 
6. Threshold/exemption limit: 30000 
7. Accept the screen or press Ctrl+A 
Creating Ledgers 
Gateway of Tally >Create >Ledger> Enter 
Or, Go To (Alt+G) >Create Master> Ledger>Enter 
On the ledger creation screen, create the following ledgers: 
i. Audit Fees 
1. Name: Audit Fees 
2. Under: Indirect Expenses 
3. Is TDS applicable: Applicable 
4. 


Nature of Payment: Professional Fees 


; | Mailing Details 

Under : Indirect Expenses N 

Address 
Type of Ledger > # Not Applicable 
Cost centres are applicable : No 

Banking Details 
Statutory Details er 
Is GST applicable : ¢ Not Applicable Tax Registration Details. 

Set/Alter GST Details = No PANIIT No. 
|s TDS applicable > # Applicable 
WN Nature of Payment : Professional Fees 
Include in assessable value calculation for - # Not Applicable 
ra 
Opening Balance (on 41-Apr-22) : 


Tax Deducted at Source 


Total Opening Balance 


51,63,450.00 Dr 
34,00,000.00 Cr 
Difference 
17,63, 450.00 Dr 


5. Accept the screen or press Ctrl+A 
ii. Mohit Agarwal 
1. Name: Mohit Agarwal 
2. Under: Sundry Creditors 
3. Maintain Balances Bill by Bill: Yes 
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Maintain balances bill-by-bill : Yes 
Default credit period = Kolkata 
Check for credit days during voucher entry - No 
State : West Bengal 
Cost centres are applicable : No Cc 
Pincode > 700014 
Details _Banking Details 
Provide bank details =: No 
\s TDS Deductable : Yes Tax Registration Details 
Deductee type : Individual/HUF - Resident =a, ar ic 
eis ij Ps (PAN is mandatory for e-TDS, should be of 10 Characters) 
Provide PAN details : No 


4. Is TDS Deductable: Yes 

5. Deductee Type: Individual / HUF / Resident 

6. Deduct TDS in Same voucher: Yes 

7. Enter Mailing Details and PAN No. (PAN Number is mandatory) 
8. Accept the screen or press Ctrl+A 

iii. TDS for Audit Fees 

1. Name: TDS for Audit Fees 


2. Under: Duties & Taxes 
3. Type of Duty / Tax: TDS 


4. Nature of Payment: Professional Fees 
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Tax Deducted at Source 


5. Accept the screen or press Ctrl+A 


Recording Trasaction for TDS 


i. TDS Deduction Entry 


Gateway of tally>Transaction> Vouchers> Press F7 
1. Under Particulars field, select the Ledger, which has to be Debited like Audit Fees and in 


Amount field enter the corresponding amount, i.e., Rs. 300000 and press Enter 


No. 4 1Jan-2. 
Sunda’ 
Particulars Debit Credi 
Dr Audit Fees 3,00,000.00 
Cur Bal: 3,00,000.00 Dr 
Cr Mohit Agarwal 2,70,000.0( 
Cur Bal: 2,70,000.00 Cr 
New Ref Mht-001 3,00,000.00 Cr 
New Ref Mht-001 30,000.00 Dr 
Cr TDS for Audit Fees 30,000.0( 
Cur Bal: 30,000.00 Cr 
Narration: 3,00,000.00 3,00,000. 
Q: Quit A: Accept 


- . Again, select New Ref. and specify the Bill No. like Mht-001 for Amount to be Credited i.e., Rs. 
30000 and press Enter 


5. Again, select the Ledger which has to be Credited like TDS for Audit Fees, the amount will be 
captured automatically for deducted TDS, i.e., Rs. 30000 
6. Enter the Narration in Narration field 


7. Accept the Screen or press Ctrl+A to save 


ii. Payment to Party 


Gateway of tally>Transaction> Vouchers Press F5 
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1. Under Particulars field, select the Party Ledger, which has to be Debited like Mohit Agarwal and 
in Amount field enter the corresponding payable amount, i.e., Rs. 270000 and press Enter 
2. In place of Bill-wise Details, select ‘Agst Ref’ and select the appropriate Bill No. from the list 1.e., 
Mht-001, Amount will be captured automatically 1.e., RS. 270000 


Particulars Debit Credi 
Dr Mohit Agarwal 2,70,000.00 
Cur Bal: 0.00 Dr 
Agst Ref Mht-001 2,70,000.00 Dr 
Cr SBI 2,70,000.04 


Cur Bal: 7,800.00 Dr 


Narration: 2,70,000.00 2,70,000.0(| 


automatically 


4. Enter the Narration in Narration field 


Accept the Screen or 


a as follows: 
1. Type of Transaction: Stat Payment 
Tax Type: TDS 

Period from: To: enter the period 
Deducted Till Date: Enter the Date 
Section: Select from the list i.e., 194J 
Nature of Payment: Professional Fees 
Deductee Status: on Company 
Residential Status: Resident 


Cash / Bank: Select from the list 


2S SO er oe BS 
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Activate Windov 
Go to Settings to acti 


30,000.04 


Activate Windo' 
Go to Settings to acti 


D: Delete X: Cancel Vch 


11. Enter the Narration in Narration field 


12. Accept the Screen or press Ctrl+A to save 


| a2 
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TDS Reports 
Gateway of Tally >Display More Reports Statutory Reports >TDS Reports >Form 26Q 


CURRENT PERIOD CURRENT DATE 
1-Apr-22 to 31-Mar-23 Friday, 31-Mar-2023 


NAME OF COMPANY DATE OF LAST ENTRY 


Tutor Joes Computer Education 31-Mar-23 


Gateway of Tally 
Display More Reports 


aaa aaa 


Challan Reconciliation 


Form 27Q 

Return Transaction Book 
TDS Outstandings 
Ledgers Without PAN 


Quit 


TDS Return Screen will be as follows: 


1Jan-23 to 31-Mar-23 
Particulars Count 
[Total Vouchers a9] 
Included in return 1 
Not Relevant in this Return 7 
Uncertain Transactions (Corrections needed) 1 
Particulars Assessable Value Tax Deducted Balance 
Prev. Period Current Period Total Deductable Prev. Period Current Period Total Deductable 
Deduction Details 
Deduction at Normal Rate 3,00,000.00 3,00,000.00 30,000.00 30,000.00 30,000.00 
Deduction at Higher Rate 
Lower Rated Taxable Expense 
Zero rated Taxable Expense 
Under Exemption limit 
Exempt in lieu of PAN available 
«| Total Deducted 30,000.00 
Payment Details 1JJan-23 to 31-Mar-23 
Included in return t 
Uncertain Transactions 0 
Particulars Paid Amount Amount 
Professional Fees 30,000.00 
1 ¥ 
Total Paid 30,000.00 
Balance Payable 
Q: Quit 


Press Alt+B to save the Retu 
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Tax Collected at Source (TCS) 


The TCS or Tax Collected at Source is the tax that is to be collected by the seller from the buyer at the time 


of sale of specific type of goods. This TCS rate depends on the category of the items and this tax collected 


from the buyer needs to be deposited to the government by the seller. In other words, TCS is a tax that is 


payable to the government by the seller, who in turn collects from the buyer or lessee. The items which come 


under this tax are mentioned under the Section 206 C Income Tax Act, 1961. 


Type of Goods on which TCS applicable 


TCS Process 


CL eA nw KR WN 


Human consumption alcoholic liquor 

Leaves of Tendu 

Timber which is obtained from leased forest 

Timber which is obtained from any method apart from leased forest 
The forest produce which is not tendu leaves or forest timber 


Scrap 


Mining and Quarrying, Toll Plaza, Parking Lot, etc. 


Collector (Seller) sale TCS enabled goods and issue Invoice to the Colleetée (Bu e 
Collectee makes the payment, including TCS to the Collecter” 


Collector remits the TCS amount into the Bank (tréa: 


Bank Treasury remit theamount to.the Go 


he TCS amount collected 


¢ ational securities deposit limited) 


NSDL uploads the e-TCS information to the Income Tax Department 
Collectee Files the Return with Form 27D to income Tax Department 


TCS in Tally Prime 


To maintain TCS in Tally Prime, let’s take an Example: 


Your company has the opening Timber of 1500 MT. The company sold 1200 MT Timber to Godrej Interio @ 


Rs. 1150 per MT with attracting TCS @ 2.5%. The Company collects the entire amount from Godrej Interio, 


including TCS, and remits the collected TCS to the Income Tax department. 
Bill No.: G_Int-001 

TCS Nature of Goods: Timber 

Section: 206C 
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Rate: 2.5% 


Follow the steps given bellow: 


Enabling TCS: 


Press F11 for company features 

Taxation: 

Enable Tax Collected at Source (TCS):Yes and Press enter 

Company TCS Collector Details 

TAN registration number: Enter TAN Registration Number (T23568912SKD) 
Tax deduction and collection Account Number (TAN): Enter the TAN number (WBGI78452R) of 
the Deductor 


Collector Type: Company 
Collector Branch / Division: Provide Branch or Division name of the Company (if an 


Set / Alter details of person responsible: Yes and Enter the person responsible details 


Accept the screen or press Ctrl+A 


Creating TCS Nature of Goods: 


Gate Way of Tally >Create >Statutory Master >TCS Nature of Goods> Enter 


Or, Alt+G (Go To) >Create Master > Statutory Master >TCS Nature of Goods Enter 


Now enter the required details as given bellow: 
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Name: Enter the name of Nature of Goods 


Section: Enter the Section as per TCS law 


1 
2 
3. Payment code: Enter the payment code 
4. Rate for Individuals / HUF:2.5% 
With PAN 
5. Rate for other deductee types: 2.5% 
With PAN 
6. Threshold/exemption limit: Re 


7. Accept the sreegrpaS6 


way of Tally >Create >Ledger> Enter 

Or, Go To (Alt+G) >Create Master> Ledger>Enter 

On ledger creation screen, create the following ledgers: 
i. Sale of Timber 

1. Name:Sale of Timber 

2. Under:Sales Account 

3. Is TCS applicable: Applicable 

4 


Nature of Goods:Timber 


| Tay 
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Statutory Details 


ls GST applicable 
Set/Alter GST Details 


Is TCS Applicable 
Nature of Goods 


Include in assessable value calculation for = 


Tax Collected at Source 


5. Accept the screen or press CtrltA 


ii. Godrej Interio 
1. Name: Godrej Interio 


2. Under: Sundry Debtors 


3. Maintain Balances Bill by Bill: Yes 


: Sundry Debtors 
(Current Assets) 
Maintain balances bill-by-bill : Yes 
Default credit period = 


‘Check for credit days during voucher entry : No 


Cost centres are applicable = No 


Statutory Details 
or | 
Is TCS Applicable : Yes 
Buyer/Lessee type : Company - Resident 


Name : Godrej Interio 

Address : 31, Jawaharlal Nehru Rd 
Park Street area 
Kolkata 

State West Bengal 

Country India 

Pincode 700016 

Banking Details 

Provide bank details No 

Tax Registration Details 

PANIIT No. : SDPCG8924R 

(PAN is mandatory for e-TCS, should be of 10 Characters) 


Provide PAN details : No 
i : Unregistered 


Is TCS Deductable: Yes 
Buyer/Lessee Type: Individual / HUF / Resident 
Enter Mailing Details and PAN No. (PAN Number is mandatory) 


ID wR 


TallyPrime 


Accept the screen or press Ctrlt+A 


148 


Lally 


POWER OF SIMPLICITY Tax Collected at Source 


iii. TCS for Timber 
1. Name: TCS for Timber 


Total Opening Balance 


Under: Duties & Taxes 
Type of Duty / Tax: TCS 


Nature of Goods/contract/license/lease: Timber 


Ge gee Ge OS 


Accept the screen or press Ctrl+A 


co 
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Creating Stock A _— 


Gatewa Aba 
aii . 


N ame: Specify the name of the item like Timber 


f€ate asi Sac Masters >Stock Item >Enter 


Under: Select Primary or an existing Stock Group from the list under which it will be create 
Category: Select the applicable Category from the list 
Units: Select the Unit of Measurement applicable for the stock item, like MT 


wk YN 


Statutory Details: 
a. Is TCS Applicable: Applicable 
b. Nature of Goods: Timber 
6. Opening Balance: Specify the opening balance (1500 MT) along with Godown details 
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Under 

Category 

Units 

Additional Details 
Set components (BOM) 


: ® Primary 
: # Not Applicable 


: MT 


Opening Balance 


Statutory Details 


GST Applicable 
Set/Alter GST Details 


Is TCS Applicable 
Nature of Goods 


Rate of Duty (eg 5) 


Rate per 
950.00 MT 


14,25,000.00 


Tax Collected at Source 


: * Not Applicable 
: No 


: * Applicable 
: Timber 


Value 


7. Accept the Screen or press Ctrl+A to save 


Recording Trasaction for TCS 


i. Sales Invoice Entry 


Gateway of Tally >Vouchers >F8 >CtrI+H Item Invoice 


Party A/c name =: Godrej Interio 
Current balance 
Sales ledger : Sale of Timber 
ee Current balance 
Name of Item Quantity Rate per Amoun| 
Timber 1,200 MT 1,150.00 MT 13,80,000.0¢ 
TCS for Timber 34,500.00 
Narration: 1,200 MT. Activate AIL BAm 
Q: Quit | ‘A: Accept [p: Delete |x:cancel Veh | | 
——s 
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8. Accept the Screen or press Ctrl+A to save 


ii. Receipt from Buyer 


Gateway of tally >Transactions > Vouchers >Press F6. 


Tax Collected at Source 


1. Under Particulars field, select the Party which has to be credited like Godrej Interio and press 


Enter 


2. In Amount field, enter the corresponding invoice amount (including TCS) and press Enter 


3. Now select the Ledger, which has to be debited like Cash or Bank and press Enter, amount will be 


captured automatically 


4. Enter the narration in Narration field. 


Particulars 


Cr Godrej Interio 
Cur Bal: 0.00 Cr 
Agst Ref G_Int-001 
Dr SBI 
Cur Bal: 13,92,300.00 Dr 


14,14,500.00 Cr 


| A: Accept 


|X: Cancel Vch 


Debit 


14,14,500.00 


14,14,500.00 


1-Feb-23 


Wednesday 
Credi 


14,14,500.0¢ 


14,14,500.0¢ 


5. Accept the screen or press Ctrl+A to save the voucher. 


ii. Deposit the TCS to the Income Tax Department 


Gateway of tally>Transaction> Vouchers> Press F5 press Ctrl+F for Auto Fill and enter the details 


as follows: 
1. Type of Transaction: Stat Payment 
2. Tax Type: TCS 
3. Period from: To: Enter the period 
4. Deducted Till Date: Enter the Date 
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Activate Windov 
Go to Settings to acti\ 


Section: Select from the list 1.e., 206C 
Nature of Good(s):Timber 


Collectee Status: Company 

Residential Status: Resident 

Cash / Bank: Select from the list io 
*< 


10. Particulars, Cash/Bank and Amount will be automatically captured by Tally Prime 


Oe oS oY 


34,500.0¢ 


Activate Windoy 
Go to Seitings to acti' 


11. Enter the Narration in Narration field 


12. Accept the Screen or press Ctrl+A to save 
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TCS Reports 


Gateway of Tally >Display More Reports >Statutory Reports >TCS Reports >Form 27EQ 


CURRENT PERIOD 
1-Apr-22 to 31-Mar-23 


NAME OF COMPANY 


CURRENT DATE 
Friday, 31-Mar-2023 


DATE OF LAST ENTRY 


Tutor Joes Computer Education 


31-Mar-23 


Tax Collected at Source 


Gateway of Tally 
Display More Reports 


TCS Ray =a 


Challan Reconciliation 
— Form27EQ0 
Return Transaction Book 
TCS OutstanDings 


Ledgers Without PAN 
TDS Challan details of Buyer 


Quit 


TCS Return Screen will be as follows: 


1Jan-23 to 31-Mar-23 
Particulars Count 
[Total Vouchers 
Included in return 4 
Not Relevant in this Return 20 
Uncertain Transactions (Corrections needed) 1 
Particulars Assessable Value Tax Collected Balance 
Prev. Period Current Period Total Collectable Prev. Period Current Period Total Collectable 
Collection Details 
Collection at Normal Rate 13,80,000.00  13,80,000.00 34,500.00 34,500.00 34,500.00 
Collection at Higher Rate 
Collection at Zero/Lower Rate 
Under Exemption limit 
Total Collected 34,500.00 
Payment Details 1Jan-23 to 31-Mar-23 
Included in return 1 
Uncertain Transactions 0 
Particulars Paid Amount Amount 
Timber 34,500.00 
iy 
Total Paid 34,500.00 
Balance Payable 
Q: Quit 
Press Alt+B to save the Return. 
= | 
—) 
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GST (Goods and Services Tax) 


The Goods and Services Tax, or GST, is an indirect tax law applicable across India. It has replaced multiple 
indirect taxes such as excise duty, service tax, value-added tax, octroi, entry tax, and luxury tax. Laws 
pertaining to the same were put into effect on July 01, 2017, in India. This indirect taxation system has gone 
through multiple amendments since to arrive at the current juncture. However, it must be noted that GST 
does not replace customs duty, which is still mandatory for imported goods and services. Every kind of 
product and service attracts a different tax rate under GST. For example, luxury goods are classified to 


attract a higher interest rate, whereas necessities have been included in lower and nil rate slab rates. 


Types of GST Charged in India a 


Intra State Inter State 
(Within the state) (Outside the state) 


CGST SGST IGST 
(Central GST) (State GST) (Integrated GST) 


The Central government collects the CGST tax, which is levied on the intra-state supply of products and 
services. The introduction of the same led to the abolition of central taxes, such as central excise duty, 
service tax, among others. 

= State Goods and Services Tax (SGST) 

As the name implies, SGST is that component of the tax which goes to the state government. SGST is 
applicable on goods and services sold within the state. This has, in turn, replaced several other taxes, 
such as the value-added tax (VAT), entertainment tax, entry tax, and state sales tax, among others. 

= Integrated Goods and Services Tax (IGST) 


Integrated GST is charged on products and services that are produced and consumed in two 


TallyPrime 


different states. The revenue collected from IGST is distributed among the relevant states. IGST 
was implemented with the intention of streamlining the tax process. 
= Union Territory Goods and Services Tax (UTGST) 
UTGST, as the name suggests, is applicable on goods and services supplied within the union territories 
of India, namely Chandigarh, Andaman and Nicobar Islands, Daman and Diu, Dadra and Nagar Haveli, 


and Lakshadweep. UTGST is collected in addition to CGST instead of SGST. 


Registration of GST 


Any company that is eligible under GST must register itself in the GST portal created by the Government of 


India. The registered entities will get a unique registration number called GSTIN. 


It is mandatory for all Service providers, buyers, and sellers to register. A business that makes a total income of 
Rs.40 lakhs and more in a financial year must be required to do GST registration. It takes 2-6 ing days to 


process. 


GSTIN — GST Identification Number 


on the state you live in and the PAN. Some of the main uses of GSTIN are mentioned below: 


a 


e Loans can be availed with the help of the number. 


e Refunds can be claimed with the GSTIN. 


A.GST Certificate is an official document that is issued by the concerned authorities for a business that has 
been enrolled under the GST system. Any business with an annual turnover of Rs.40 lakh or more and certain 
special businesses are required to be registered under this system. The GST registration certificate is issued in 
Form GST REG-06. If you are a registered taxpayer under this system, you can download the GST Certificate 
from the official GST Portal. The certificate is not issued physically. It is available in digital format only. GST 
Certificate contains GSTIN, Legal Name, Trade Name, Constitution of Business, Address, Date of liability, 
Period of Validity, Types of Registration, Particulars of Approving Authority, Signature, Details of the 
Approving GST officer, and Date of issue of a certificate. 
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GST Returns 


A GST Returns is a document that contains information about the income that a taxpayer must file with the 
authorities. This information used to compute the taxpayer’s tax liability. Under the Goods and Services Tax, 
registered dealers must file their GST returns with details regarding their purchases, sales, input tax credit, and 
output GST. Businesses are expected to file 2 monthly returns as well as an annual return. 
e GSTR-1 is a monthly return of outward supplies. Essentially, it is a return showing all the sales 
transactions of a business. 
e GSTR-2 contains details of all the purchases transactions of a registered dealer for a month. It will also 
include purchases on which reverse charge applies. 
e GST-3B is a monthly self-declaration to be filed by a registered GST dealer along with GSTR1 and 


GSTR2 return. It is a simplified return to declare summary liabilities for a tax period. 


GST in Tally Prime 
To maintain GST in Tally Prime first you have to enable the features: 


Enabling GST 
Gate Way of Tally >F11 >Taxation >Enable Goods and Service Tax (GST) > Yes Enter 


Enable Value Added Tax (VAT) 
Enable Excise 


Enable Service Tax 


Online Access 

Batches Enable Browser Access for Reports 2 
Maintain Expiry Date for Batches Enable Tally.NET Services for Remote Access & Synchronisation - 
Enable Job Order Processing 
Maintain Payroll 

Enable Payroll Statutory 
Others 

Enable multiple addresses 
Mark modified vouchers 


Use separate Actual and Billed Quantity columns in invoices 


: No 
: No 
: No 
: No 
: No 
: No 
: No 
: No 


Company GST Details screen will appear, provide required informations as follows: 
State: Specify the State of your company 

Registration Type: Regular 

Assessee of Other Territory: No 
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Q: Quit A: Accept 


GST applicable from: Specify the date of applicability 
GSTIN/UIN: Enter valid GSTIN number 
Periodicity of GSTR 1: Monthly (Quarterly - if turnover is less than 1.5 crore) 


Provide other details as required 


Accept the Screen or press Ctrl+A to save 


eek Om s may be Inward Supply or Outward 
\ 


Intrastate Supply under GST 
If supply is made within the state, ss will be 


yy ce ce 


astate Inward Supply in Tally Prime, Let’s take a Example: 


Supply. 


intrested 
wi 
company purchased5pcs of ‘LG V35 ThinO’@ Rs. 25,000 each from ‘Raipur Electronics’ located at 
Kolkata with applicable GST rate @18%. Bill No.-Pur_Rai/001 

This is an Intrastate Inward Supply, so Central Tax @ 9% and State Tax @ 9% is applicable 

To record above transaction, follow the steps given bellow: 

Creating Ledgers: 

Gateway of Tally >Create >Ledger> Enter 

Or, Go To (Alt+G) >Create Master> Ledger>Enter 


On the ledger creation screen, create the following ledgers: 
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i. 


Purchase Ledger 


1. 


Name: Purchase 


2. Under: Purchase Account 
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Inventory values are affected: Yes 

Is GST applicable: Applicable 

Set/Alter GST Details: No 

Type of Supply: Goods _ 

Accept the Screen or press Ctrl+A to.savé- 7. 
et? 


e: Raipur El 


Under: Sundry Creditors 


Maintain balances bill-by-bill: Yes 
State: West Bengal 

Country: India 

Pin: 700033 

PAN/IT No.: AAACB5343E 
Registration type: Regular 
GSTIN/UIN: 19AAACB5343E1ZY 


10. Set/Alter GST details: No 
11. Provide Address and Bank Details as required 
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12. Accept the Screen or press Ctrl+A to save 


iii. Central Tax Ledger 
1. Name:Central Tax 


Under: Duties & Taxes 
Type of duty/tax: GST 


Tax Type: Central Tax 


Percentage of calculation: 0% 


Nan + WwW N 


Accept the Screen or press Ctrl+A to save 
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iv. State Tax Ledger 
1. Name:State Tax 


2. Under: Duties & Taxes 
3. Type of duty/tax: GST 
4. Tax Type: State Tax 

5. Percentage of calculation: 0% 


6. Accept the Screen or press Ctrl+A to save 


Creating Stock Item with ga a . 


To create the stock ANS follow-the step: “G Px a 3 
Gateway ene reate.- Fenton Stock Item Enter 


gene Crea € Master >Inveritory Masters >Stock Item >Enter 


Name:LG V35 ThinQ 

Under:LG 

Category:Single SIM 

Units:PCS (Specifying UQC as PCS by altering this, if not specified earlier) 
GST Applicable: Applicable 

Set/Alter GST Details: Yes 

Description: Mobile Phones 

HSN/SAC:85171290 

Is non-GST goods: No 


I A Sl a a 
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10. Calculation type:On Value 
11. Taxability: Taxable 

12. Integrated Tax: 18% 

13. Central Tax: 9% 

14. State Tax: 9% 


. Type of Supply: Goods 


16. Accept the Screen or press Ctrl+A to save 
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Recording Intrastate Inward Supply 


To record Purchase Invoice, follow the steps given bellow: 
Gateway of Tally >Vouchers >F10 (Other Vouchers) >Purchase >Enter or Press F9 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Purchase Enter 


1. Supplier Invoice No: Pur_Rai/001 

Party A/c name:Raipur Electronics 

Provide Receipt Note No (Select from the List of Tracking Numbers), Party details as required 
Purchase ledger: Select the Purchase Ledger 

Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan details 


OY. ae 


Press Alt+A for Tax Analysis to get GST details, Tally Prime will calculate the amount of Central and 
State GST as per the GST Rate specified in the Stock Item GST details screen 


GST - Tax Analysis 


Particulars Duty/Tax Value 


LG_V35 ThinQ (85171290) 
Item Value ( Purchase Value 1,25,000.00 ) 
Central Tax 
State Tax 


7. Press ‘Esc’ to go back to the Purchase Invoice screen 

8. Select Central Tax ledger, GST amount will captured automatically 

9. Select State Tax ledger, GST amount will captured automatically 

10. In Bill-wise Details, select ‘New Ref’ and provide the Invoice Number (Automatically Captured) 


11. Enter the Narration in Narration field 
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ae No. 6 1-Mar-23 
Supplier Invoice No.: Pur_Rai/001 Date Z 41-Mar-23 Wednesday 
Party A/c name - Raipur Electronics 

Current balance 

Purchase ledger -: Purchase 

Current balance 

Name of Item Quantity Rate per Amoun) 
LG_V35 ThinQ 5 PCS 25,000.00 PCS 1,25,000.0¢ 
Central Tax 11,250.0¢ 
State Tax 11,250.0( 
Narration: 5 PCS er 1,47,500.04 


12. Accept the Screen or press Ctrl+A to save 
Report 
It is an Inward Supply, so it will be reflected in GSTR-2 


Gateway of Tally >Display More Reports >Statutory Reports >GST Reports >GSTR-2 
The GSTR-2report will appear as bellow: 


GSTINIUIN =: 19AABCS1429B1ZR 1-Mar-23 to 31-Mar-23 
Particulars Voucher Count 
Total Vouchers 2 
Included in Return 1 
Invoices ready for retums i 
Invoices with mismatch in information 0 
Uncertain Transactions (Corrections needed) 0 
Not relevant in this Return 1 
Incomplete Information in HSN/SAC Summary (Corrections needed) 0 
Particulars Voucher Taxable Tax Amount Input Tax Credit Reconciliation 
Count Amount Status 
Integrated Central State Tax Cess Integrated Central State Tax Cess 


Tax Amount Tax Amount Amount Amount Tax Amount Tax Amount Amount Amount 


o be reconciled with the GST portal 
Credit/Debit Notes Regular - 6C 

To be uploaded on the GST portal 
“|  B2BUR Invoices - 4B 
Import of Services - 4C 
Import of Goods - 5 
Credit/Debit Notes Unregistered - 6C 
Nil Rated Invoices - 7 - (Summary) 
Advance Paid -10A - (Summary) 
Adjustment of Advance - 108 - (Summary) 
Total Inward Supplies 1,25,000.00 11,250.00 11,250.00 11,250.00 11,250.00 


ITC Reversal/Reclaim - 11 - (Summary) 
Total No. of Invoices 1 
HSN/SAC Summary - 13 

Reverse Charge Liability to be Booked 


Reverse Charge Inward Supplies 0.00 
Import of Service 0.00 
34 


| o-cui I | i] L IT i] iz TT iT 


The Intrastate Inward transaction is reflected under B2B Invoices — 3, 4A 
Follow the Taxable Amount, Tax Amount, Input Tax Credit with corresponding Central Tax Amount and State 


Tax Amount. 
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Intrastate Outward Supply 


To maintain Intrastate Outward Supply in Tally Prime, Let’s take an Example: 

The company sold6pcs of ‘LG V35 ThinQ’@ Rs. 27,500 each to ‘Almas Smart Point’ located at Midnapore 
with applicable GST rate @18%. Bill No.-Sal_Alm/001 

This is an Intrastate Outward Supply, so Central Tax @ 9% and State Tax @ 9% is applicable. 

To record above transaction, follow the steps given bellow: 

Creating Ledgers: 

Gateway of Tally >Create >Ledger> Enter 

Or, Go To (Alt+G) >Create Master> Ledger>Enter 


On the ledger creation screen, create the following ledgers: 


i. Sales Ledger 


1. Name: Sales 


2. Under: Sales Account 


Total Opening Balance 


67,13,450.00 Dr 
34,00,000.00 Cr 
___ Difference 


33,13, 450.00 Dr 
_ Mailing Details 
Under : Sales Accounts 
Name 
Address 
Inventory values are affected : Yes 
Type of Ledger : ¢ Not Applicable 
Cost centres are applicable : No 
Banking Details 
Statutory Details Provide bank details No 
ls GST applicable ¢ Applicable Tax Registration Details 
Set/Alter GST Details No PANIIT No. 
Type of Supply : Goods 


Is TCS Applicable 


Inventory values are affected: Yes 
Is GST applicable: Applicable 
Set/Alter GST Details: No 


Type of Supply: Goods 


PE. Oe. 


Accept the Screen or press Ctrl+A to save 


ii. Party Ledger 
1. Name: Almas Smart Point 
2. Under: Sundry Debtors 
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3. Maintain balances bill-by-bill: Yes 

4. State: West Bengal 

5. Country: India 

6. Pin: 721401 

7. PAN/IT No.: AADCB2230M 

8. Registration type: Regular 

9. GSTIN/UIN: 19AADCB2230M1ZQ 

10. Set/Alter GST details: No 

11. Provide Address and Bank Details as required 


Total Opening Balance 


67,13,450.00 Dr 
34,00,000.00 Cr 
33, 13,450.00 Dr 


Mailing Details 
Under pag asl Name > Almas Smart Point 
Address : Srirupa Road 
Maintain balances bill-by-bill : Yes Contai 
Default credit period 2 Midnapore 
Check for credit days during voucher entry : No 
Inventory values are affected : No State : West Bengal 
Cost centres are applicable : No Country = India 
Pincode 721401 
Banking Details 
Details 
Stanutory Provide bank details No 
Is TDS Deductable : No Tax Registration Details 
Is TCS Applicable : No PANIIT No. 


To record Sales Invoice, follow the steps given bellow: 
Gateway of Tally >Vouchers >F10 (Other Vouchers) >Sales Enter or Press F8 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Sales Enter 

1. Party A/c name:Almas Smart Point 


2. 
3. 
4. 
5. 


Provide Delivery Note No (Select from the List of Tracking Numbers), Party details as required 
Sales ledger: Select the Sales Ledger 

Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan details 

Press Alt+A for Tax Analysis to get GST details, Tally Prime will calculate the amount of Central and 
State GST as per the GST Rate specified in the Stock Item GST details screen 
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GST - Tax Analysis 


Taxable Value Taxrate Duty/T: ‘ax Value 


LG_V35 ThinQ (85171290) 29,700.00 
Item Value ( Sales Value 1,65,000.00 ) 

9% 14,850.00 

9% 14,850.00 


Press ‘Esc’ to go back to the Sales Invoice screen 


6 

7. Select Central Tax ledger, GST amount will captured automatically 
8. Select State Tax ledger, GST amount will captured automatically 

9 


In Bill-wise Details, select ‘New Ref? and provide the Invoice Number Sal_Alm/001 


go 
a 


10. Enter the Narration in Narration field 


Wednesday 
Party A/c name =: Almas Smart Point 
Current balance 
Sales ledger : Sales 
Current balance = | 
Name of Item Quantity Rate per Amoun| 
LG_V35 ThinQ 6 PCS 27,500.00 PCS 1,65,000.0( 
Central Tax 14,850.0() 
State Tax 14,850.0( 

y 
Narration: 6PCS 1,94, 700.01) 
Q: Quit A: Accept D: Delete X: Cancel Vch 


11. Accept the Screen or press Ctrl+A to save 
Generate Tax Invoice 


Every registered Dealer, who are supplying taxable goods, has to issue Tax Invoice to the Buyer. Tally Pime 


will generate the Tax Invoice as per GST norms. 
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To generate Tax Invoice: 


Gateway of Tally >Day Book >Select the Sale Invoice >Enter 


Now press Ctrl+P to Print> Preview 


Tol] PCS] CR 1,94,700.00) 


ae. 
‘Amount Chargeable (in words) ESOL 
INR One Lakh Ninety Four Thousand Seven Hundred Only 


Tax Amount (in words) : INR Twenty Nine Thousand Seven Hundred Only 


Dectaraton, 
We Geciare that this Invoice snows the actual price of tne 


The Tax Invoice Preview will shown as above 


You can take Print after viewing the Preview or can take direct Printout also. 

Report 

It is an Outward Supply, so it will be reflected in GSTR-1 

Gateway of Tally >Display More Reports >Statutory Reports >GST Reports >GSTR-1 
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The GSTR-1 report will appear as bellow: 


GSTIN : 19AABCS1429B1ZR 1-Mar-23 to 31-Mar-23} 
Particulars Voucher Count 
Total Vouchers 3 
Included in Return 1 
Included in HSN/SAC Summary 1 
Incomplete Information in HSN/SAC Summary (Corrections needed) oO 
Not relevant in this Return 2| 
Uncertain Transactions (Corrections needed) 0| 
SI Particulars Voucher Taxable Amount Integrated Tax Central Tax State Tax Amount Cess Amount Tax Amount Invoice Amount| 
No. Count Amount Amount 


B2C(Large) Invoices - 5A, 5B 

B2C(Small) Invoices - 7 

Credit/Debit Notes(Registered) - 9B 

Credit/Debit Notes(Unregistered) - 9B 

Exports Invoices - 6A 

Tax Liability(Advances received) - 11A(1), 11A(2) 

Adjustment of Advances - 11B(1), 11B(2) 

Nil Rated Invoices - 8A, 8B, 8C, 8D 

Total 1 1,65,000.00 14,850.00 14,850.00 29,700.00 1,94,700.00 
HSN/SAC Summary - 12 


Document Summary - 13 


CHONAMH EWN 


Note: Voucher count and values are not provided for HSN/SAC Summary and Document Summary. Drill down for details. 


Q: Quit | I | I | I | I ] 


The Intrastate Outward transaction is reflected under B2B Invoices — 4A, 4B, 4C, 6B, 6C 


Follow the Taxable Amount, Tax Amount with corresponding Central Tax Amount,State Tax Amo 


Invoice Amount. You can Press F5 to navigate between Nature View and Return View. 


GSTIN : 19AABCS1429B1ZR 1-Mar-23 to 31-Mar-23} 
Particulars Voucher Count 
[Total Vouchers 
Included in Return 1 
Included in HSN/SAC Summary 1 
Incomplete Information in HSN/SAC Summary (Corrections needed) 0 
Not relevant in this Return 2| 
Uncertain Transactions (Corrections needed) 0 
Particulars Taxable Amount Integrated Tax Central Tax State Tax Amount ‘Cess Amount Total Tax Amount| 
Amount Amount 


Outward Supplies 


Local Sales 1,65,000.00 14,850.00 14,850.00 29,700.00) 
Taxable 1,65,000.00 14,850.00 14,850.00 29,700.00! 
Total Outward Supplies 1,65,000.00 14,850.00 14,850.00 29,700.00) 


[.o:auit | | | I I I J I I 


The Nature wise summary report of GSTR — | is shown as above. 
Interstate Supply under GST 


If supply is made outside the state, then it will be called Interstate Supply. It may be Inward Supply or Outward 
Supply. 
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Interstate Inward Supply 


To maintain Interstate Inward Supply in Tally Prime, Let’s take an Example: 

The company purchased6pcs of iPhone 11 Pro’@ Rs. 75,000 each from ‘Mahaveer Electricals’ located at 
Cuttack with applicable GST rate @18%. Bill No.-Pur_Mhv/001 

This is an Interstate Inward Supply, so Integrated Tax @18% is applicable 


To record above transaction, follow the steps given bellow: 
Creating Ledgers: 


Gateway of Tally >Create >Ledger> Enter 
Or, Go To (Alt+G) >Create Master> Ledger>Enter 


On the ledger creation screen, create the following ledgers: a 
i. Purchase Ledger 


1. Name: Interstate Purchase 


2. Under: Purchase Account 


Statutory Details 


Is GST applicable : ¢ Applicable PANIIT No. 
Set/Alter GST Details = No 
Type of Supply : Goods 

Is TDS applicable : # Not Applicable 


(on 1-Apr-22) : 


Inventory values are affected: Yes 
Is GST applicable: Applicable 
Set/Alter GST Details: No 


Type of Supply: Goods 


PS. Ye 


Accept the Screen or press Ctrl+A to save 


ii. Party Ledger 


1. Name: Mahaveer Electricals 


ray 
SN 
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Under: Sundry Creditors 

Maintain balances bill-by-bill: Yes 
State: Odisha 

Country: India 

Pin: 754005 

PAN/IT No.: AADCB2230M 


Registration type: Regular 

GSTIN/UIN: 21AADCB2230M1Z5 

10. Set/Alter GST details: No 

11. Provide Address and Bank Details as required 


SF See eS Se 


Opening Balance 


A: Accept 
. 


the Scree ss Ctrl+A to save 


(on 1-Apr-22) : 


iii. Integrated Tax Ledger 


1. Name:Central Tax 

2. Under: Duties & Taxes 
3. Type of duty/tax: GST 

4. Tax Type: Integrated Tax 
5 


Percentage of calculation: 0% 
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6. Accept the Screen or press Ctrl+A to save 
Creating Stock Item with GST Details 


To create the stock item, follow the steps given bellow: 


Gateway of Tally >Create >Inventory Masters >Stock Item Enter 
Or, AlttG >Create Master >Inventory Masters >Stock Item >Enter 
Name:IPhone_ 11 Pro 
Under:IPhone CO 
Category: Dual ron £O 

call oe ying VQC ek axis this, if not specified earlier) 
e ake 


ple: Puc 
Set/Alter GST & 


s: Yes 


1 
2 
3 
4. 
yo 
6. 
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7. Description: Mobile Phones 
8. HSN/SAC:85171290 

9. Is non-GST goods: No 

10. Calculation type: On Value 
11. Taxability: Taxable 

12. Integrated Tax: 18% 

13. Central Tax: 9% 

14. State Tax: 9% 


15. Type of Supply: Goods 


Quantity Rate per 
3PCS 75,000.00 PCS 2,25,000.00 


\ ech or pr Ci ae 
Record ers ek, 


Gateway of Tally >Vouchers >F10 (Other Vouchers) >Purchase >Enter or Press F9 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Purchase > Enter 
1. Supplier Invoice No: Pur_Mhv/001 
Party A/c name:Mahaveer Electricals 
Provide Receipt Note No (Select from the List of Tracking Numbers), Party details as required 
Purchase ledger: Select the ‘Interstate Purchase’ Ledger 
Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan details 


Oyo RS 


Press Alt+A for Tax Analysis to get GST details, Tally Prime will calculate the amount of Integrated 
GST as per the GST Rate specified in the Stock Item GST details screen 
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Taxable Value Tax rate Duty/Tax Value 


IPhone_11 Pro (85171290) 
Item Value ( Purchase Value 4,50,000.00 ) 
Integrated Tax 


7. Press ‘Esc’ to go back to the Purchase Invoice screen 


8. Select Integrated Tax ledger, GST amount will captured automatically 


10. Enter the Narration in Narration field 


No. 7 1-Mar-23 
‘Supplier Invoice No.: Pur_Mhv/001 Date z 14-Mar-23 Wednesday 
Party A/c name =<: Mahaveer Electricals 
Current balance 
Purchase ledger - Interstate Purchase 
Current balance 2 


Name of Item Quantity Rate per = Amoun 
IPhone_11 Pro 6 PCS 75,000.00 PCS 4,50,000.0( 
Integrated Tax 81,000.0¢ 


Narration: 6PCS 5,31,000.0(| 


Q: Quit A: Accept D: Delete X:Cancel Vch 


11. Accept the Screen or press Ctrl+A to save 
Report 
It is an Inward Supply, so it will be reflected in GSTR-2 


Gateway of Tally >Display More Reports > Statutory Reports >GST Reports >GSTR-2 
The GSTR-2 report will appear as bellow: 
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GSTINIUIN =: 19AABCS1429B1ZR 1-Mar-23 to 31-Mar-23 
Particulars Voucher Count 
Total Vouchers 4 

Included in Return 2| 
Invoices ready for retums 2 
Invoices with mismatch in information 0 

Uncertain Transactions (Corrections needed) 0 

Not relevant in this Return 2| 

Incomplete Information in HSN/SAC Summary (Corrections needed) 0 

Particulars Voucher Taxable Tax Amount Input Tax Credit Reconciliation 

Count Amount Status 
Integrated Central State Tax Cess Integrated Central State Tax Cess 
Tax Amount Tax Amount Amount Amount Tax Amount Tax Amount Amount Amount 


To be reconciled with the GST portal 


Credit/Debit Notes Regular - 6C 
To be uploaded on the GST portal 
B2BUR Invoices - 4B 
Import of Services - 4C 
Import of Goods - 5 
Credit/Debit Notes Unregistered - 6C 
Nil Rated Invoices - 7 - (Summary) 
Advance Paid -10A - (Sumi 
Adjustment of Advance - 108 - (Summary) 
Total Inward Supplies 5,75,000.00 81,000.00 11,250.00 11,250.00 81,000.00 11,250.00 11,250.00 


ITC Reversal/Reclaim - 11 - (Summary) 
Total No. of Invoices 2 
HSN/SAC Summary - 13 

Reverse Charge Liability to be Booked 


Reverse Charge Inward Supplies 0.00 
Import of Service 0.00) 


Q:Quit | I I I I | | I 


The Intrastate Inward transaction is reflected under B2B Invoices — 3, 4A 


Follow the Taxable Amount, Tax Amount, Input Tax Credit with corresponding Integrated Ta 


Interstate Outward Supply 


To maintain Intrastate Outward Supply in Tally Prime, Let’s take an Example: 


° To (Adt#G 


Onrfédger creation screen, create the following ledgers: 
i. Sales Ledger 

1. Name: Interstate Sales 

2. Under: Sales Account 

3. Inventory values are affected: Yes 
4. Is GST applicable: Applicable 
5. Set/Alter GST Details: No 
6. Type of Supply: Goods 


ns Ts 
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(on 1-Apr-22) : 


7. Accept the Screen or press Ctrl+A to save 


iii. Party Ledger 


1. Name: Shri Balaji Communication 


2. Under: Sundry Debtors 


Maintain balances bill-by-bill 


Default credit period P Shahdara 
Check for credit days during voucher entry : No 
Inventory values are affected : No State : Delhi 
Cost centres are applicable = No Country = India 
Pincode 


Maintain balances bill-by-bill: Yes 
State: Delhi 


Country: India 
Pin: 110032 
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7. PAN/IT No.: AAACB5343E 

8. Registration type: Regular 

9. GSTIN/UIN: 07AAACB5343E1Z3 

10. Set/Alter GST details: No 

11. Provide Address and Bank Details as required 


12. Accept the Screen or press Ctrl+A to save 


Recording Interstate Outward Supply 


To record Sales Invoice, follow the steps given bellow: 


Gateway of Tally >Vouchers >F10 (Other Vouchers) >Sales Enter or Press F8 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Sales >Enter 


1. 


GU ae 


Particulars 


Party A/c name:Shri Balaji Communication 


Provide Delivery Note No (Select from the List of Tracking Numbers), Party details a 
Sales ledger: Select the Interstate Sales Ledger 
Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan detail 
Press Alt+A for Tax Analysis to get GST details, Tally Prime will calculate the amount 
GST as per the GST Rate specified in the Stock Item GST details screen 


GST - Tax Analysis 


Taxable Value Tax rate 


IPhone_11 Pro (85171290) 


Item Value ( Sales Value 5,42,500.00 ) 
Integrated Tax 


As per Calculation 


As per Transaction 


oe ss 
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Press ‘Esc’ to go back to the Purchase Invoice screen 
Select Integrated Tax ledger, GST amount will captured automatically 
In Bill-wise Details, select ‘New Ref? and provide the Invoice Number Sal_Blj/001 


Enter the Narration in Narration field 


Lally 


POWER OF SIMPLICITY Introduction to Goods and Services Tax 
No. 8 11-Mar-24 
Wednesday 
Party A/c name =: Shri Balaji Communication 
Current balance 4 
Sales ledger : Interstate Sales 
Current balance 
Name of Item Quantity Rate per Amoun) 
IPhone_11 Pro 7 PCS 77,500.00 PCS —_5,42,500.00 
Integrated Tax 97,650.04 
Narration: 7PCS 6,40,150.04 
= : = | Jp: Delete ]x:cancel Veh | 


10. Accept the Screen or press Ctrl+A to save 


Generate Tax Invoice 


Decemetcr 

We Seckare fust thie voice showm the actum! price 
‘(Qoods gescrbed anc fur of pertaser are Tus ent 
cored 
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Report 

It is an Outward Supply, so it will be reflected in GSTR-1 

Gateway of Tally >Display More Reports Statutory Reports >GST Reports >GSTR-1 

The GSTR-1 report will appear as bellow: 


GSTIN : 19AABCS1429B1ZR 1-Mar-23 to 31-Mar-23} 
Particulars Voucher Count 
Total Vouchers 5 
Included in Return 2 
Included in HSN/SAC Summary Zz) 
Incomplete Information in HSN/SAC Summary (Corrections needed) 0 
Not relevant in this Return 3 
Uncertain Transactions (Corrections needed) 0| 
SI Particulars Voucher Taxable Amount Integrated Tax Central Tax State Tax Amount Central Tax Tax Amount Invoice Amount| 
No. Count Amount Amount Amount 


B2C(Large) Invoices - 5A, 5B 

B2C(Small) Invoices - 7 

Credit/Debit Notes(Registered) - 9B 

Credit/Debit Notes(Unregistered) - 9B 

Exports Invoices - 6A 

Tax Liability(Advances received) - 11A(1), 11A(2) 

Adjustment of Advances - 11B(1), 11B(2) 

Nil Rated Invoices - 8A, 8B, 8C, 8D 

Total 2 7,07,500.00 97,650.00 14,850.00 14,850.00 1,27,350.00 8,34,850.00 
HSN/SAC Summary - 12 


Document Summary - 13 


CHONANH EWN 


Note: Voucher count and values are not provided for HSN/SAC Summary and Document Summary. Drill down for details. 


I T I I I 


Q: Quit 


Invoice Amount. You can Press F5 to navigate between Nature’View and, 


GSTIN : 19AABCS1429B1ZR 1-Mar-23 to 31-Mar-23} 
Particulars Voucher Count 
[Total Vouchers 
Included in Return | 

Included in HSN/SAC Summary 2 

Incomplete Information in HSN/SAC Summary (Corrections needed) 0 
Not relevant in this Return 3 
Uncertain Transactions (Corrections needed) 0 
Particulars Taxable Amount Integrated Tax Central Tax State Tax Amount ‘Cess Amount Total Tax Amount 

Amount Amount 
“lOutward Supplies 

Local Sales 1,65,000.00 14,850.00 14,850.00 29,700.00 
Taxable 1,65,000.00 14,850.00 14,850.00 29,700.00 
Inter State Sales 5,42,500.00 97,650.00 97,650.00 
Taxable 5,42,500.00 97,650.00 97,650.00) 
Total Outward Supplies 7,07,500.00 97,650.00 14,850.00 14,850.00 1,27,350.00 


[.g-aui ol in| f 7 IT i I IT ] 


The Nature wise summary report of GSTR — | is shown as above. 
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Input Tax Credit Adjustment 
Input Tax Credit refers to the tax already paid by a person at the time of purchase of goods or services and 
which is available as deduction from tax payable. The Mechanism of Input Tax Credit is the backbone of 
GST and is one of the most important reasons for the introduction of GST. 
Mechanism of Input Tax Credit Adjustment 
e IGST: Amount of Input Tax Credit on account of IGST shall first be utilized for the payment of IGST 
then for payment of CGST and then for payment of SGST or UTGST. 
e CGST: Amount of Input Tax Credit on account of CGST shall first be utilized for the payment of 
CGST then for payment of IGST. Such amount cannot be used for payment of SGST or UTGST. 


e SGST: Amount of Input Tax Credit on account of SGST or UTGST shall first be wtilized for the 


payment of SGST or UTGST then for payment of IGST. Such amount cannot be used 
CGST. 
> SGST/UTGST payable or Input tax credit of SGST/UTGST will be calculated state wise 


r payment of 


in one state cannot be utilized for payment of SGST of another state. 


> Input tax credit cannot be used for payment of interest, penalty, fees or any amount pay the act 
other than the GST in manner mentioned above. 


Let’s take an example of adjustment of Input Tax Credit against Tax Liability: 


Particulars 


Tax Payable 97,650 | 14,850 | 14,850 


Less: Input Tax Credit of IGST from IGST, CGST from CGST and SGST 


81,0007 11-2508 |) 11-250 
from SGST (up to maximum of tax payable) 


Net Tax Payable 16,650 3,600 3,600 


To record the above adjustment entry, follow the steps given bellow: 
1. Gateway of Tally>Transactions >Vouchers> Press F7 

Now press Alt+J for Stat Adjustment 

Type of duty/tax: GST 

Nature of Adjustment: Decrease of Tax Liability 


oP UN 


Additional Details: Adjustment Against Credit 
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Used for : Decrease of Tax Liability 
Additional Details 2 Adj it Against Credit 


11,250.00 


11,250.00 


1,03,500.00 1,03,500.0( 


Activate Windov 
Go to Settings to acti\ 


7. Debit the Integrated Tax ledger and enter the adjustable amount, 1.e., 81,000 


8. Debit the Central Tax ledger and enter the adjustable amount, i.e., 11,250 
9. Debit the State Tax ledger and enter the adjustable amount, i.e., 11,250 


10. Credit the Integrated Tax ledger and enter the amount of maximum credit available, i.¢., 81,000 


11. Credit the Central Tax ledger and enter the amount of maximum credit available, 1.e., 11,250 


12. Credit the State Tax ledger and enter the amount of maximum credit available, i.e., 11,250 


13. Accept the Screen or press Ctrl+A to save 
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Payment of GST Liability 


In the GST regime, for any intra-state supply, taxes to be paid are the Central GST (CGST), going into the 
account of the Central Government) and the State/UT GST (SGST, going into the account of the concerned 
State Government). For any inter-state supply, tax to be paid is Integrated GST (IGST), which will have 
components of both CGST and SGST. In addition, wherever applicable, Interest, Penalty, Fees and any other 
payment will also be required to be made. 

When is payment of taxes to be made by the Supplier? 

Payment of taxes by the normal tax payer is to be done on monthly basis by the 20th of the succeeding month. 
Cash payments will be first deposited in the Cash Ledger and the tax payer shall debit the ledger while making 


payment in the monthly returns and shall reflect the relevant debit entry number in his return. Payment can also 


be debited from the Credit Ledger. Payment of taxes for the month of March shall be paid by the.20th of April. 


Composition tax payers will need to pay tax on quarterly basis. 
What is E-Ledgers? 


Electronic Ledgers or E-Ledgers are statements of cash and input tax credit in respect o 


taxpayer. In addition, each taxpayer shall also have an Electronic Tax Liability Register. Once 


registered on Common Portal (GSTN), two e-ledgers (Cash &Input Tax Credit ledger) and an Electronic Tax 


“we 


Liability Register will be automatically opened and displayed on his dash board at all timese 


a g 
oa . ‘ 


Oe 


a 

Recording and maintenance of Register/Ledgers on eos 
ve Type of G 7 

Register/Ledgers 


{ 


Electronic Liability Electronic Credit Electronic Cash 
Register Ledger Ledger 


Where any payment is made through electronic cash or credit ledger a Unique 
Identification Number (UIN) shall be generated. The said number relating to 
discharge of any liability shall be indicated in the corresponding entry in the 
electronic liability register. 


NOTE: Any discrepancy in electronic liability registers or electronic credit or cash ledger is to be 


communicated to the officer exercising jurisdiction in FORM GST PMT-04. 
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Electronic liability ledger 


This ledger records all liabilities of a taxable person including: 
e The tax, interest, late fees, or any other amount payable per the return furnished by the taxpayer or per 
any proceedings 
e The tax and interest payable arising out of any mismatch of ITC or output tax liability 
e Any interest that may accrue from time to time 
e The reversal of ITC or interest 
Taxpayers should settle their liabilities in the following order: 
1. Self-assessed tax and other dues, such as interest, penalty, fees, or any other amount relating 


to previous tax period returns 


2. Self-assessed tax and other dues relating to the current tax period return 


3. Any other amount payable under the act/rules (liability arising out of demand notice, pre 
Electronic credit ledger 


Every claim of ITC self-assessed by the taxpayer shall be credited to this ledger. The amoun 
ledger may be used for payment towards output tax only. Under no circumstance can an entry be 
in the electronic credit ledger. 
This ledger may include the following: 
e ITC on inward supplies from registered taxpayers . 
e ITC available based on distribution from input services distributor 


e IJTCon ae of stock ae finished goods of finis! 


me ITC eligible on a payment made on a reverse charge basis 


Electronic cash ledger 

Any amount paid by the taxpayer will be reflected in the electronic cash ledger. The amount available in this 
ledger may be used for making any payment towards tax, interest, penalty, fees, or any other amount due under 
the act/rules in the time and manner prescribed. (It is reiterated that any credit in the electronic credit ledger can 
be utilized only for payment of output tax.) 

To initiate a payment, taxpayers generate a challan online using form GST PMT-06, which will be valid for a 
period of 15 days. 

Mode of Payment 


Payment can be made through following two modes: - 
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1. Online banking; 
2. Over the counter (OTC) 


Payment Modes 


! 


Online Banking Over The Counter 


(OTC) 


1. Online banking: - 


Payment of GST by taxpayer can be made through four online modes: - 
o Internet banking 
o Debit card/Credit card 
o NEFT 
o RTGS 
2: Over The Counter (OTC): - 
OTC up to Rs. 10,000/- is permitted per challan per tax period by Cash/Cheque/DD. 


Payment procedure: 
A; 


‘here ‘the payment is to wit made (The said mandate form will be valid for 15 days from the date of 
generation of challan). 

4. On successful payment, a Challan Identification Number (CIN) will be generated and the same shall 
be indicated in the challan. On receipt of CIN from the authorized Bank, the said amount shall be 
credited to the electronic cash ledger. But if CIN is not generated or not communicated, a person 


may represent in FORM GST PMT — 07 to bank/electronic gateway. 


After adjustment of available Input Tax Credit against the Tax Liability, you have to pay the Net Tax Liability 
to the Tax authority. 
To record the above adjustment entry, follow the steps given bellow: 


1. Gateway of Tally>Transactions >Vouchers> Press F5 
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2. Now press CtrI+F for Autofill 
3. Type of Transaction: Stat Payment 
4. Tax Type: GST 
5. Payment Type: Regular 
6. Period From: 1-Mar-23 To: 31-Mar-23 


to onlin screen. 
ty 


8. Debit the Integrated Tax Ledger and enter the correspondi Pre ian ity, 1.e., 16,650 
9. Debit the Central Tax Ledger a enter the spon gran Sunt of Tax Liability, i.e., 3,600 

\ % of sui A 
10. Debit the State AGE and the cores amount of Tax Liability, i.e., 3,600 


WN Statutory payment for - GST 
Payment Type = Regular 
Particulars Debit Credil 
Dr Integrated Ti 16,650.00 
Cur Bal: 0.00 Dr 
Dr Central Tax 3,600.00 
Cur Bal: 0.00 Dr 
Dr State Tax 3,600.00 
Cur Bal: 0.00 Dr 
Cr 23,850.00 


Narration: 23,850.00 23,850.0¢ 


Activate Window 


Go to Settings to acti 
Q: Quit A: Accept D: Delete X:Cancel Vch 
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11. Credit Bank Ledger, the Total Amount of Tax Liability will be captured automatically, press Enter 
12. Provide Bank Allocation Details like Transaction Type, Inst No., Inst Date etc. 
13. Provide GST Details: Yes 


14. Provide required Bank Details like Mode of Payment, Name of Bank, CPIN, CIN, Payment Date etc. 


No. 16 31-Mar-2] 
Friday 
Statutory payment for - GST 
= _Payment Type _: Regular_ = =... 
Particulars Debit Credi 
Dr Integrated Tax 16,650.00 
Cur Bal: 0.00 Dr 
Dr Central Tax 3,600.00 
Cur Bal: 0.00 Dr 
Dr State Tax 3,600.00 
Cur Bal: 0.00 Dr 
Cr SBI 23,850.0( 
Cur Bal: 13,33,950.00 Dr 
Provide GST details: Yes 
Narration: 23,850.00 23,850.0( 
Activate indo 
Q: Quit ‘A: Accept Jo: Delete © Px:cancel veh) 


15. Enter the Narration in Narration filed 


16. Accept the Screen or press Ctrl+A to save 
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Introduction 


Payroll is an important document used by organizations and companies to carry out day-to-day staff Payroll 
management activities. It is a document containing a list of all employees of a company who receive 
remuneration for the work carried out or the services offered to that company. It provides a summary of all the 
money paid to employees by a company within a specific timeframe. The following functions are provided by 
the payroll. 

e It includes the company’s remuneration strategy, which may include bonuses, leave, and deductions. 

e It provides a detailed pay slip, which can be used for various purposes. It also provides for a detailed 

breakdown of salary or wages. 
e Itis used to pay salaries or wages. 
e Also, it is used to collect payroll-related inputs. 


e = It shall be used to determine the actual remuneration. 


In simple terms, payroll can be defined as the process of paying a company’s employee 
collecting the list of employees to be paid, tracking the hours worked, calculating the em 


distributing the salary on time, and recording the payroll expense. 


Salary Slip 


A Salary Slip or Pay Slip is a document issued monthly by an employer to its employee 


a detailed breakdown of employee salary and deductions for a_givett period 


loa salary slip in pdf formats. Also, a 
company is legally bound 
and deductions made 


Components of a Salary Slip 
A salary slip usually indicates different fundamentals of your Salary, like Basic Salary and allowances like 
dearness allowance, house rent allowance, conveyance allowance, special allowance, insurance allowance, 
leave travel allowance. 

Every salary pay slip also mentions deductions like income tax, provident fund and professional tax. Broadly, 
there are three main things in any salary slip. They are earnings, perks/allowances, and deductions of different 


kinds, and these are all mentioned in your salary slip. 


The income part of the salary slip has a basic salary and allowances. The same is explained below: 
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Basic 


Basic, as the name suggests, is the basic component of the salary. It constitutes 35-50% of the salary. It forms 
the basis of other components of the salary. The salary is 100% taxable in the hands of the employee. Basic is 
the first component on the earnings side of the salary slip. 


Dearness Allowance 


Dearness Allowance paid to offset the impact of inflation on one’s pay. It is usually 30-40% of the basic pay. 
Dearness allowance or DA is directly based on the cost of living. Hence, it is different for different locations. 
For income tax, basic and DA are considered as pay. Therefore, it is taxable. It appears on the earnings side of 


the pay slip right after the basic pay. 


House Rent Allowance 


House Rent Allowance (HRA) is given to employees living in rented facilities. The HRA depe 


residence of the employee. For a metro city, HRA is 50% of the basic pay. For all other citie 40% of the 


basic pay. Since housing rent allowance is an allowance, it is exempted from tax up to a speci it 
the employee pays the rent. It appears on the earnings side of the salary slip. One can save inc 
The exemption is the minimum of the following: 

e Rent paid annually minus ten percent of the pay (Basic + DA) 


e Actual HRA received 


mbairKolkata, 


- 


e 50% of (Basic + Dearness Allowance) in case the location is (Mu 


40% of (Basic + Dearness Allowance) in case of other cities 
Conveyance Allowance m0 


Conveyance Allowan 


allowance. Heide: 


Médical Att 


employment. One can save income tax on medical allowance. However, the employee only receives this 
amount on the submission of medical bills as proof. If the employee fails to submit evidence of medical bills, 
he/she will receive the allowance, but it will be fully taxed. In case the proof is provided, the allowance up to 
INR 15,000 is only exempt from tax. It appears in the earnings side of the salary slip. 

Leave Travel Allowance 


Employers pay this amount for the travel expenses of yourself and your family during holiday leave. It 
generally covers only the railway and flight costs for traveling within India. You need to submit the proof of 
travel to receive the LTA. You can also get a tax exemption on the amount, but for only up to two holidays in a 


four-year block. 
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Special Allowance 


Special allowances include performance-based allowances. These are usually given to encourage employees to 
work better. Also, these allowances vary from company to company. Special allowances are 100% taxable. It 


appears in the earnings side of the salary slip. 


The deduction part of the salary slip has the professional tax, TDS and EPF. The same is explained below: 
Professional Tax 


The professional tax component of a salary slip is a tax that is charged by the state government. It is charged by 


the state government to allow an individual to practice a specific profession in that particular state. Under this 


component of a salary pay slip, the maximum amount payable is Rs. 2500 per year. In India, the professional 
tax, as mentioned in a salary slip varies from state to state. 
Tax Deducted at Source 

A certain amount of tax deducted every month from the salary by the employer on behalf o 
Department of India. Deductions based on the income tax slabs which can be reduced by inves 
schemes like equity funds, PPF, NPS, and tax-saving FDs. One can check it on the income tax é 
It appears on the deductions side of the salary slip. 
oe Provident Fund (EPF) 


Provident Fund Organization governs, it, 12% of the. ont ae Ss goes towards EPF. The employer 


also makes a similar contribution: ‘oh behalFof the efepld ss for their retirement. 


Bape State Insurance ( (ESI 


Ifa company his 10 « or more employees (20 in case of Maharashtra and Chandigarh) whose gross salary is 
below Rs. 21 ,000 per month, then the employer is required to provide an ESIC scheme for such employees. The 
employer’s contribution will be 3.25% of gross salary, whereas the employee’s contribution will be 0.75% of 


gross salary. 
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Payroll Management 


Easy Steps for Payroll 


CREATE 
EMPLOYEE 
MASTERS 


CREATE 
PAYROLL 
MASTERS 


CREATE 
PAY HEADS 


CREATE 
SALARY 
DETAILS 


PROCESS 
PAYROLL 


PAYROLL 
REPORTS 
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EMPLOYEE 
GROUP 
EMPLOYEE 
MASTER 
PAYROLL UNITS 


ATTENDANCE 
&PRODUCTION 


TY NT 


EMPLOYEE’S 
EARNINGS 


EMPLOYEE’S 
STATUTORY 
CONTRIBUTIONS 


oe 


EMPLOYEE GROUP 
WISE PAY 
STRUCTURE 


Pr eS 


INDIVIDUAL PAY 
STRYCTURE 


ATTENDANCE 
PROCESS 


PAYROLL PROCESS 


PAY SLIP, PAY SHEETS, PAYMENT ADVICE, 
EMPLOYEE DATABASE, STATUTORY REPORTS 
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Payroll in Tally Prime 


Payroll in Tally Prime gives the benefits of simplified payroll processing and accounting. It allows flexible and 
user-defined criteria for simple as well as complex calculations. It minimized the time-consuming 
administrative task. Payroll in Tally Prime lighten the risk level in workflow procedures. Tally Prime Payroll is 
a complete payroll management system that includes different payroll units, pay heads, income tax 
configuration & declarations, various reports such as Pay Slip, Pay Sheets, Payment Advice, Employee 


Database, and Statutory Reports for PF, ESIC, Professional Tax, National Pension Scheme, etc. 


Enable Payroll 


Gate Way of Tally >F11 Payroll >Maintain Payroll > Yes >Enter 
Enable Payroll Statutory >Yes Enter 


Taxation 

Enable Goods and Services Tax (GST) 
Enable Tax Deducted at Source (TDS) 
Enable Tax Collected at Source (TCS) 
Enable Value Added Tax (VAT) 
Enable Excise 


Enable Service Tax 


Online Access 


Enable Browser Access for Reports = 
Maintain Expiry Date for Batches : Enable Tally.NET Sewices for Remote Access & Synchronisation - 
Enable Job Order Processing = 
Payroll 
Maintaan Payroll 
Enable Payroll Statutory 
Others 
Enable multiple addresses 
Mark modified vouchers 


0 pany Payroll Statutory Details screen will appear, provide required informations as follows: 


Provident Fund 
Company Code: WBCAL0026974000 
Company Account Group Code: 04400100 
Company Security Code: 01253 

Employee state insurance 
Company Code: 23740255760011002 
ESI Branch Office: Kolkata 
Standard working days per month: 26 
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= KLO178 


Tax deduction and collection Account Number (TAN): WBGT78452R 
= 123568912SKD 
= Word 04 
= Others 
: Kolkata 
= Ratul Bose 
: Sanjoy Bose 


‘[RsTPer6i50,———] 


Tax deducted and collected Account Number (TAN): WBGT78452R 
TAN registration number: T23568912SKD 
Income tax circle or ward: Word 04 


Deductor type: Others 


Deductor branch/division: Kolkata 
Name of person responsible: Ratul Bose 
Son/daughter of: Sanjoy Bose 
Designation: Manager 2 
PAN: RSTPB7845D co: 


Employee Group Creation 


The first step in the payroll process will be creating Employees & Employee Groups. Creating employee groups 
will be optional. Business with multiple Department, Division, Function or Activities may create the required 
employee group and classify individual employees under specified group. If your company has different 


departments, then you can create employee groups as per departments. 


To create Employee Groups, follow the steps given bellow: 


Gateway of Tally >Create >Payroll Master>Employee Group 


= Toa 
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Name: Marketing 

Under: Primary 

Define salary details: No 

Accept the Screen or press Ctrl+A to save t , 
Group Name Under efine as 


Marketing Primary ‘@) 


Sales wn 7 ary £0F No 


Create following Employee Groups as above: 


E yee Creation 


Gateway of Tally >Create >Payroll Master >Employee 
Name: Rajkumar Sharma 

Under: Marketing 

Date of Joining: 01.04.2022 

Define salary details: No 

Employee Number: A001 

Designation: Manager 


Function: Marketing Manager 
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Applicable Tax Regime > Regular Tax Regime 
Income Tax Number (PAN) : RAJPS8956K 
: 235645780125 


Location: Kolkata 
Gender: Male 
Date of Birth: 01.02.1995 


Blood group: A Positive 
Father’s/Mother’s name: Sukumar Sharma 
Spouse’s name: Tania Sharma 

Address: 120A, Maniktala Main Road 
Kolkata — 700054 


Applicable Tax Regime: Regular Tax Regime 

Income Tax Number (PAN): RAJPS8956K 

Aadhaar number: 235645780125 

PF account number: WB-CAL-004491 1-000-0000167 
EPS account number: WB-CAL-004491 1-000-0000167 
Date of joining for PF: 01.04.2022 

PR account number (PRAN):2154873265 

ESI number: 568923025 

ESI dispensary name: ESI Hospital 


Accept the Screen or press Ctrl+A to save 
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Create following Employees as above: 


Employee Number Employee Name Under Designation 
A001 Rajkumar Sharma Marketing Manager 
A002 Vipin Kumar Sales Sales Man 
A003 Saptarshi Roy Accounts Manager 
A004 Pratik Sengupta HR Executive 


Create Payroll Masters 
Payroll Unit Creation 


As per the company requirement, Unit of Measurement are created for the calculation of pay hea@ The unit can 


be created into two types 1) Simple Unit 2) Compound Unit 


Simple unit contains day week, month, hours, pcs etc. Compound Units include the unit which ination of 
two simple units like Hours of 60 minutes, Month of 26 days, Days of 8 hours etc. 
To create Unit, follow the steps given bellow: 


Gateway of Tally >Create >Payroll Master >Units (Work) 


Type: Simple. 

Symbol: HRS 

Formal name: Hours 

Unit Quantity Code (UQC): Not Applicable 
Number of decimal places: 0 


Accept the Screen or press Ctrl+A to save 
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You can also create Compound Unit as follows (if any): 


Attendance & Production Type Creation 
Attendance is the most important factor in salary calculation. The basic payable salary of an employee is 
calculated on the basis of his attendance records. Attendance record includes present and absent days of an 


employee and the details of extra hours he has worked 1.e., overtime. 


Steps to create Attendance Types: 


Attendance/Leave with Pay 
Gateway of Tally >Create Payer Masters 


Name: Present 

Under: Primary 

Attendance type: Attendance/Leave with Pay 
Period type: Days 


Accept the Screen or press Ctrl+A to save 
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Production 


Gateway of Tally >Create >Payroll Masters > Attendance/Production Type 


Name: Over Time 

Under: Primary 

Attendance type: Production 
Unit: HRS of 60 MIN 


Accept the Screen or press Ctrl+A to save 


Create Pay Heads 

Pay heads are treated as Expense and Liability from the pe point of ay Cc N. as Income or 
Earning and deductions from the Employees point of vie Weise CO 

Example of pay head includes Ce ‘pay, Dearness ce £Q. Rent Allowance, Conveyance etc. It also 


includes Deductions ee Proféssio \.. 
whee” fom 


Basic Pay 


Name: Basic Pay 
Pay head Type: Earnings from Employees 
Income Type: Fixed 


Under: Indirect Expenses 
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salary q 
Name to be displayed in payslip = 
‘Use for calculation of gratuity 2 
|Set / Alter Income Tax Details 
Calculation type 


with pay 


Affect net salary: Yes 
Name to be displayed in pay slip: Basic Pay 
Use for calculation for gratuity: Yes 


Set /Alter Income Tax Details: Yes 


Income tax component: Basic Salary 

Tax Calculation Basis: On Projected Value 
Deduct TDS Across Period: Yes 
Calculation type: On Attendance 
Attendance/leave with pay: Presept\C 
Calculation periods Mogths) 7 
Basic of aeons 


: ale 


Rowiding. od: Normal Rounding 


Accept the Screen or press Ctrl+A to save 


Dearness Allowance (DA) 


Name: Basic Pay 

Pay head Type: Earnings from Employees 
Income Type: Fixed 

Under: Indirect Expenses 


Affect net salary: Yes 
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salary q 
Name to be displayed in payslip = 
‘Use for calculation of gratuity a 
|Set / Alter Income Tax Details 
Calculation type 

Calculation period 


Name to be displayed in pay slip: DA 
Use for calculation for gratuity: No 


Set /Alter Income Tax Details: Yes 


Income tax component: Dearness Allowance (Considered for Retirement Benefits) 
Tax Calculation Basis: On Projected Value 
Deduct TDS Across Period: Yes 
Calculation type: As Computed Value 
Calculation period: Months - 
Rounding Method: Normal Rouediny | 


e 


Limit: | e\\' 


Slab Type: Percentage 
Value: 40 % 


Accept the Screen or press Ctrl+A to save 


House Rent Allowance (HRA) 
Name: Basic Pay 

Pay head Type: Earnings from Employees 
Income Type: Fixed 


Under: Indirect Expenses 
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Affect net salary: Yes 
Name to be displayed in pay slip: HRA 
Use for calculation for gratuity: No 


Set /Alter Income Tax Details: Yes 


Income tax component: House Rent Allowance 
Tax Calculation Basis: On Projected Value 
Deduct TDS Across Period: Yes 
Calculation type: As Computed Yiae 
Calculation period:\Months) i 
nee Matto: N 
Limit: 


pute: On Specified Formula 
Add Pay Head: Basic Pay + DA 
Slab Type: Percentage 

Value: 20 % 


Accept the Screen or press Ctrl+A to save 


Transport Allowance (TA) 


Name: Basic Pay 


Pay head Type: Earnings from Employees 
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Name to be displayed in payslip : 
Use for calculation of gratuity si 


Income Type: Fixed 
Under: Indirect Expenses 


Affect net salary: Yes 


Name to be displayed in pay slip: TA 

Use for calculation for gratuity: No 

Set /Alter Income Tax Details: Yes 

Income tax component: Transport Allowance 
Tax Calculation Basis: On Projected Value 


Deduct TDS Across Period} ye) A 
Calculation reper aseon SKC 
Caleyhation periods S 

w i 


Limit: 1 


ethod: Normal Rounding 


Compute: On Specified Formula 
Add Pay Head: Basic Pay 

Slab Type: Percentage 

Value: 10 % 


Accept the Screen or press Ctrl+A to save 


Uniform Washing Allowance 


Name: Uniform Washing Allowance 
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salary = 
Name to be displayed in payslip  - 
Use for calculation of gratuity : No 
Set / Alter Income Tax Details 
Calculation type 


Calculation period 


Pay head Type: Earnings from Employees 
Income Type: Fixed 
Under: Indirect Expenses 


Affect net salary: Yes 

Name to be displayed in pay slip: Uniform Washing Allowance 
Use for calculation for gratuity: No 
Set /Alter Income Tax Details: Yes 
Income tax component: Other Earnin 
Tax Calculation Basis: x0 On sae 
Deduct TDS spews 

Calc pe: 
ioti period: Months 

ounding Method: Normal Rounding 
Limit: | 


Accept the Screen or press Ctrl+A to save 


Bonus 


Name: Bonus 
Pay head Type: Earnings from Employees 
Income Type: Fixed 
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Name to be displayed in payslip  - 
Use for calculation of gratuity = 
Set / Alter Income Tax Details 
Calculation type 


Under: Indirect Expenses 
Affect net salary: Yes 
Name to be displayed in pay slip: Bonus 


Use for calculation for gratuity: No 

Set /Alter Income Tax Details: Yes 

Income tax component: Bonus 

Tax Calculation Basis: On Projected Value 

Deduct TDS Across Period: Yes_ . 
ANS, 

Calculation type: As User Defined al 


Accept the Seregn gees C to 2G 
yn & S$ 

by 

Name: Over Time 

Pay head Type: Earnings from Employees 

Income Type: Fixed 

Under: Indirect Expenses 

Affect net salary: Yes 

Name to be displayed in pay slip: Over Time 

Use for calculation for gratuity: No 

Set /Alter Income Tax Details: Yes 


Income tax component: Other Earnings/Allowances (Fully Taxable) 
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Set / Alter Income Tax Details 
|Calculation type 


Production type 


Tax Calculation Basis: On Projected Value 
Deduct TDS Across Period: Yes 
Calculation type: On Production 


Production type: Over Time 
Rounding Method: Normal Rounding 
Limit: 1 


Accept the Screen or press Ctrl+A to save 


Pay head Type: Employees' Statutory Deductions 
Statutory pay type: Professional Tax 

Registration Number: 191000428261 

Under: Duties& Taxes 

Affect net salary: Yes 

Name to be displayed in pay slip: Professional Tax 
Calculation type: As Computed Value 

Calculation Period: Months 

Rounding Method: Normal Rounding 

Limit: 1 
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‘Compute : On 
Specified formula = Basic ay +4) + HRA) + TA} + Unfam Washing Avance) + Bonus + Over Time 


Compute: On Specified Formula 
Add Pay Head: Basic Pay + DA + HRA + TA + Uniform Washing Allowance + Bonus + Ovef 1 
Slab Type: Value 


Specify the Slab Rate as per Slab Rates prescribed by the Govt. time to time 


Accept the Screen or press Ctrl+A to save 


Provident Fund 
Empl ’s PF Deducti y 
mployee’s educ ie sae 


Name: Eppes BR Dedution % 


Pay head Type: Employees' Statutory Deductions 
van oe “7 * 


Statutory pay type: PF Account (A/c No. 1) 
er: Current Liabilities 


Affect net salary: Yes 


Name to be displayed in pay slip: PF 
Calculation type: As Computed Value 
Calculation Period: Months 
Rounding Method: Normal Rounding 
Limit: 1 

Compute: On Specified Formula 

Add Pay Head: Basic Pay + DA 
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Specified formula - Basic Pay + DA 
Effective | Amount Up 
From Than ° 


Amount Up To: 15000 

Slab Type: Percentage 

Value: 12% 

Amount Greater Than: 15000 


Slab Type: Value \ a 
« \t 


Value: 1800 


Accept the Screen or press Ctrl+A to save 


Name: cole 


Pay head Type Employer's Statutory Contributions 

Siatatoey pay ae EPS Account (A/c No. 10) 
nder: Indirect Expenses 

Affect net salary: No 

Calculation type: As Computed Value 

Calculation Period: Months 

Rounding Method: Normal Rounding 

Limit: 1 

Compute: On Specified Formula 

Add Pay Head: Basic Pay + DA 
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‘Compute 

Specified formula - Basic Pay+DA 
Effective Amount Amount Up 
From _ Greater Than To 


15,000.00 


15,000.00 


Amount Up To: 15000 

Slab Type: Percentage 

Value: 8.33% 

Amount Greater Than: 15000 
Slab Type: Value 

Value: 1249.50 


Accept the Screen or press Ctrl+A to save 


Employer’s PF Conti 
Name: E mploysPCo Contri tion Oa 

Py head pele Employer's Statutory Contributions 
Statutory pay pay type: PF Account (A/c No. 1) 
Under: Indirect Expenses 

Affect net salary: No 

Calculation type: As Computed Value 

Calculation Period: Months 

Rounding Method: Normal Rounding 

Limit: 1 

Compute: On Specified Formula 

Add Pay Head: Basic Pay + DA 
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Amount Up To: 15000 

Slab Type: Percentage 

Value: 3.67% 

Amount Greater Than: 15000 
Slab Type: Value 

Value: 550.50 


Accept the Screen or press Ctrl+A to save 


Employees State In 
Emplo ee’ EST 
wan't ‘ ee's ESI Deduction @ 0.75% 

Pay head Type: Employees' Statutory Deductions 

Statutory pay type: Employee State Insurance 

Under: Current Liabilities 

Affect net salary: Yes 

Name to be displayed in pay slip: Employee's ESI Deduction @ 0.75% 
Calculation type: As Computed Value 

Calculation Period: Months 

Rounding Method: Normal Rounding 

Limit: 1 
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Pay head type : Employees’ Statutory Deductions © Compute : On Specified Formula 
‘Statutory pay type : Employee State Insurance = Specified formula = (Basic Pay + DA) + HRA) + TA) + Unio Washing Allowance) + Bonus} + Over Time 


Effective Amount Amount Up ee Value 
Greater Than To | 


__From 
Under : Current Liabilities 1-Apr-22 


porcentags 0.75 % 


Affect net salary : Yes 
Name to be displayed in payslip - Employee's ES! Deduction @ 0.75% 


Calculation type : As Computed Value 
Calculation period : 


Compute: On Specified Formula 
Add Pay Head: Basic Pay + DA + HRA + TA + Uniform Washing Allowance + Bonus + Ovef 1 


Slab Type: Percentage 
Value: 0.75% 


Accept the Screen or press Ctrl+A to save + wo 


Name: Employer's ESI Contribution 3.2 pe 
Pay head Type: Papers PEO Conmapyucns 
Statutory pay type: Employee eee 
xpenses 
ct net salary: No 
Calculation type: As Computed Value 
Calculation Period: Months 
Rounding Method: Normal Rounding 
Limit: | 
Compute: On Specified Formula 
Add Pay Head: Basic Pay + DA + HRA + TA + Uniform Washing Allowance + Bonus + Over Time 


Slab Type: Percentage 
Value: 3.25% 
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Re 
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Accept the Screen or press Ctrl+A to save 


Create Salary Details 


Salary Setup at Employee Group Level we 
wt 


To define Salary Structure for each Employee Group, follow the steps gi ellow: 


“Marketing” > Define Salary Structure\as followse £O 
CO: (a 


WN Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On 
From 

oe [AApr22 
Basic Pay 25,000.00 Months Earnings for Employees On Attendance 
DA Earnings for Employees As Computed Value Basic Pay 
HRA Earnings for Employees As Computed Value Basic Pay + DA 
TA Earnings for Employees As Computed Value Basic Pay 
Uniform Washing Allowance 2,500.00 Months Earnings for Employees Flat Rate 
Bonus Earnings for Employees As User Defined Value 
Over Time 208.33 HRS Earnings for Employees On Production 
Professional Tax Employees’ Statutory Deductions As Computed Value (sic Pay + A) + HRA] + TA} + Uo Waking Aoace + Boros) + Ore Tig 
Employee's PF Deduction @ 12% Employees’ Statutory Deductions As Computed Value Basic Pay + DA 
Employee's ESI Deduction @ 0.75% Employees’ Statutory Deductions As Computed Value (Basic Pay + DA) + HRA) + TA) + Unidorm Washing Allowance) + Bowus) + Over Tia! 
Employer's EPS Contribution @ 8.33% Employer's Statutory Contributions | As Computed Value Basic Pay + DA 
Employer's PF Contribution @ 3.67% Employer's Statutory Contributions As Computed Value Basic Pay + DA 
Employer's ESI Contribution @ 3.25% Employer's Statutory Contributions As Computed Value (Basic Pay + DA) + HRA + TA] + Union Wasting Allowance] + Bors) + Over Time 

Q: Quit A: Accept D: Delete 


Accept the Screen or press Ctrl+A to save 


os mm 
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Define Salary Structure for other Employee Group also as above. 


Salary Setup at Employee Level 


If you set up Salary Structure at Employee Group level then you can set up Salary Structure at each Employee 


level easily, just to copy the detail from the Parent Group. 


To define Salary Structure for each Employee, follow the steps given bellow: 


Gateway of Tally Alter Payroll Masters >Define Salary >Select any Employee from the list like 


“Rajkumar Sharma” > Enter 


Now enter the required parameter as follows: 


Effective From: 01-Apr-22 


Start Type: Copy From Parent Value 


: Rajkumar Sharma (A001) 
: Marketing 
(@ Primary) 


Pay Head 


Copy From Parent Value 

Basic Pay 

DA 

HRA 

TA 

Uniform Washing Allowance 

Bonus 

Over Time 

Professional Tax 

Employee's PF Deduction @ 12% 
Employee's ESI Deduction @ 0.75% 
Employer's EPS Contribution @ 8.33% 
Employer's PF Contribution @ 3.67% 
Employer's ESI Contribution @ 3.25% 


25,000.00 Months 


2,500.00 Months 


208.33 HRS 


Salary Details 
Pay Head Type 


Earnings for Employees 

Earnings for Employees 

Earnings for Employees 

Earnings for Employees 

Earnings for Employees 

Earnings for Employees 

Earnings for Employees 
Employees’ Statutory Deductions 
Employees’ Statutory Deductions 
Employees’ Statutory Deductions 
Employer's Statutory Contributions 
Employer's Statutory Contributions 
Employer's Statutory Contributions 


| 7 ‘ep Delete | 


Calculation Type 


On Attendance 

As Computed Value 
As Computed Value 
As Computed Value 
Flat Rate 

As User Defined Value 
On Production 

As Computed Value 
As Computed Value 
As Computed Value 
As Computed Value 
As Computed Value 
As Computed Value 


Computed On 


Basic Pay 
Basic Pay + DA 
Basic Pay 


(Bese Pry + DA) + HRA) + TA] + Una Waskng Alloaace + Boos + Ore Tie) 


Basic Pay + DA 


ERB Py) + TA Hang Moa» Bas OT 


Basic Pay + DA 
Basic Pay + DA 


(Bs Py +A) + TA» Usa king Alone Bony +r Ti 


Accept ? 


Yes*or No 


Tally Prime will capture the Salary Structure automatically from the Parent Group of the Employee i.e., 


“Marketing”, which will be defined earlier. 


= You can set up Salary Structure by selecting ‘Copy from Employee Group’ also 


« Ifyou want to set up New Salary Structure without copying any existing Salary Structure either from 


‘Parent Group’ or from other ‘Employ Group’, then select ‘Start Afresh’ 


= You can also modify any Salary Details at the time of defining Salary Structure for any Emolyee 


Accept the Screen or press Ctrl+A to save 


Define Salary Structure for other Employee also as above. 
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Payroll Process 


Processing Attendance 


To record Attendance Entry, follow the steps given bellow: 


Gateway of Tally >Vouchers >Press F10 (Other Vouchers) > Attendance > Enter 


1. 


4. Enter the Value 
Attendance No. 1 

Employee Name 
Rajkumar Sharma A001 
Saptarshi Roy A003 
Vipin Kumar A002 
Pratik Sengupta A004 
Saptarshi Roy A003 
Pratik Sengupta A004 


Narration: 


Employee Number Attendance/Production Type 


Present 
Present 
Present 
Present 
Over Time 
Over Time 


Select End of List from the List of Employees 


Cur Bal: 30 Days 
Cur Bal: 31 Days 
Cur Bal: 31 Days 
Cur Bal: 29 Days 
Cur Bal: 10-0 HRS 
Cur Bal: 10-0 HRS 


Press F2 to set the Date of Attendance Entry like 31.05.2022 
Select the Employee whose attendance you want to record from the List of Employees 


Select the Attendance/Production Type from the list like ‘Present’ or ‘Over Time’ 


31-May-24 
Tuesday 


Value Uni 


30 Days 
31 Days 
31 Days 
29 Days 
10 HRS 
10 HRS 


Accept ? 


Yes or No 


6. Enter the-Narration’ in Narr 
WS Accept'the Screen or press Ctrl+A to save 


Yotcan use Attendance Autofill by pressing Ctrl+F as well. 


Processing Payroll 


Processing Payroll for Salary Calculation 


To record Payroll Entry, follow the steps given bellow: 


Gateway of Tally >Vouchers > press Ctrl+F4 (Payroll) 
Or, Gateway of Tally >Vouchers >Press F10 (Other Vouchers) >Payroll> Enter 
Press F2 to set the Date of Payroll Entry as 31.05.2022 


Now press Ctrl+F for Autofill and provide the required information as follows: 


TallyPrime 
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Type of transaction: Payroll Autofill 


Process for: Salary 
From (blank for beginning): 1-5-2022 
To (blank for end): 31-5-2022 
Employee Category: Primary Cost Category 7 
Employee Group: All Items en 
Sort by: Employee Name ras 

CO 


Payroll/Bank/Cash: Salary Payable. 


Basic Pay 14,032.00 Dr Cur Bal: 14,032.00 
DA 5,613.00 Dr Cur Bal: 5,613.00 Dr 
ral HRA 3,929.00 Dr Cur Bal: 3,929.00 Dr 
TA 1,403.00 Dr Cur Bal: 1,403.00 Dr 
‘Uniform Washing Allowance 1,500.00 Dr Cur Bal: 1,500.00 Dr 
Over Time 1,250.00 Dr Cur Bal: 1,250.00 Dr 
i Tax 150.00 Cr Cur Bal: 150.00 Cr 
‘Employee's PF Deduction @ 12% 1,800.00 Cr Cur Bal: 1,800.00 Cr 
‘Employee's ESI Deduction @ 0.19% Cr Cur Bal: 0.00 Cr 
Sharma 43,565.00 Dr 
Basic Pay 24,194.00 Dr Cur Bal: 24,194.00 Dr 
DA 9,678.00 Dr Cur Bal: 9,678.00 Dr 
HRA 6,774.00 Dr Cur Bal: 6,774.00 Dr 
TA 2,419.00 Dr Cur Bal: 2,419.00 Dr 
‘Uniform Washing Allowance 2,500.00 Dr Cur Bal: 
Over Time Dr Cur Bal: 0.00 Cr 
Professional Tax 200.00 Cr Cur Bal: 200.00 Cr 
‘Employee's PF Deduction @ 12% 1,800.00 Cr Cur Bal: 1,800.00 Cr 
Employee's ESI Deduction @ 0.75% Cr Cur Bal: 0.00 Cr 
Roy 37,317.00 Dr 
19) 
Narration: 1,23,649.00 Cj 
Q: Quit A: Accept D: Delete X: Cancel Vch 


Tally Prime will compute the payable amount of salary for each Employee as per the Salary Structure defined 


earlier as above 
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Enter the Narration in Narration field 


Accept the Screen or press Ctrl+A to save 


Processing Payroll for Provident Fund Calculation 


To record Payroll Entry, follow the steps given bellow: 

Gateway of Tally >Vouchers > press Ctrl+F4 (Payroll) 

Or, Gateway of Tally >Vouchers >Press F10 (Other Vouchers) >Payroll> Enter 
Press F2 to set the Date of Payroll Entry as 31.05.2022 

Now press Ctrl+F for Autofill and provide the required information as follows: 


Type of transaction: Payroll Autofill 


Process for: PF Contribution 


Create 
Autofill 
Type of transaction = Payroll Autofill \. 
Process for >: PF Contribution 
From (blank for beginning) H 1-5-2022 
> -31-5-2022 
: Primary Cost Category 


: # All Items 
: Employee Name 


Payroll/Bank/Cash Ledger 


To (blank for end): 31-5-2022 

Employee Category: Primary Cost Category 

Employee Group: All Items 

Sort by: Employee Name 

Payroll/Bank/Cash: PF Payable 

Tally Prime will compute the Employer’s contribution to EPS & PF as per the prescribed rate as follows: 
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POWER OF SIMPLICITY Payroll Management 
No. 2 Mo 
Tuesday 
Status > Payroll autofill (PF contribution) 
Account - PF Payable 
Cur Bal: 0.00 Cr 
Particulars Amoun| 
Primary Cost Category 7,083.00 Cj 
Pratik 1,801.00 Dr 
Contribation @ 8.33% 1,250.00 Dr Cur Bal: 1,250.00 Dr 
‘Employer's PF Contribation @ 3.67% 551.00 Dr Cur Bal: 551.00 Dr 
Sharma 1,801.00 Dr 
‘Employer's EPS Contribefion @ 2.3% 1,250.00 Dr Cur Bal: 1,250.00 Dr 
‘Employer's PF Contribution @ 3.67% 551.00 Dr Cur Bal: 551.00 Dr 
Saptarshi Roy 1,801.00 Dr 
Contribetion @ 8.33% 1,250.00 Dr Cur Bal: 1,250.00 Dr 
Employer's PF Contibation @ 367% 551.00 Dr Cur Bal: 551.00 Dr 
Vipin Kumar 1,680.00 Dr 
‘Employer's EPS Contribafion @ 2.3% 1,166.00 Dr Cur Bal: 1,166.00 Dr 
‘Employer's PF Contribution @ 3.67% 514.00 Dr Cur Bal: 514.00 Dr 
7,083.00 C| 


Q: Quit A: Accept D: Delete X: Cancel Vch 


Enter the Narration in Narration field 


Accept the Screen or press Ctrl+A to save 


Processing Payroll for ESI Calculation 

To record Payroll Entry, follow the steps given bellow: 

Gateway of Tally >Vouchers > press Ctrl+F4 (Payroll) oe 
Or, Gateway of Tally >Vouchers >Press F10 (Other — >Pa ou 

Press F2 to set the Date of Payroll Entry as 31.05. 202 


Now press Ctrl+F fo &R 5 id€'the requ we as follows: 
Aut : 


Pe 
Som ‘A: Accept 
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POWER OF SIMPLICITY Payroll Management 
Type of transaction: Payroll Autofill 
Process for: ESI Contribution 
From (blank for beginning): 1-5-2022 
To (blank for end): 31-5-2022 
Employee Category: Primary Cost Category 
Employee Group: All Items 
Sort by: Employee Name 
Payroll/Bank/Cash: ESI Payable 


Tally Prime will compute the Employer’s contribution to ESI as per the prescribed rate as follows 


No. 3 31-May. 


Status : Payroll autofill (ESI contribution) 
Account - ESI Payable 
Cur Bal: 0.00 Cr 
Particulars Amoun 


Pratik Sengupta 240.00 Dr 
‘Employer's ES Contribation @ 3.25% 240.00 Dr Cur Bal: 240.00 Dr 

Rajkumar Sharma 267.00 Dr 
‘Employer's ESI Contribation @ 3.27% 267.00 Dr Cur Bal: 267.00 Dr 

Saptarshi Roy 319.00 Dr 
Employer's ESI Contribation @ 3.27% 319.00 Dr Cur Bal: 319.00 Dr 

Vipin Kumar 183.00 Dr 
‘Employer's ESI Contribation @ 3.25% 183.00 Dr Cur Bal: 183.00 Dr 


Narration: 1,009.00 Ci 


Follow same process for User Defined Filed, only in the month in which Bonus is applicable. 


Payment Process 
The Payment Vouchers should be made on the date of payment. 


Salary Disbursement 


To record Payment Entry, follow the steps given bellow: 
Gateway of Tally >Vouchers > press F5 (Payment) 
Press F2 to set the Date of Payment Entry like 01.06.2022 


Now press Ctrl+F for Autofill and provide required information as follows: 


TallyPrime 


Re 
POWER OF SIMPLICITY Payroll Management 


Type of transaction: Payroll Autofill 
Process for: Salary Payment 

From (blank for beginning): 1-5-2022 

To (blank for end): 31-5-2022 

Voucher Date: 1-6-2022 

Employee Category: Primary Cost Category 


Employee Group: All Items 

Payroll Ledger: Salary Payable Ww 

Bank/Cash Ledger: spi CV" 
gh 


Use Mode ot papient ction Typetes 
Model Pay ransaction <4 Cheque 


Se ployee-wise Bank Allocation: Yes 


Tally Prime will automatically capture the Net Amount of Salary payable for each Employee as well the Total 
Amount of Salary payable for the Month also and crediting the Bank or Cash Ledger whichever you specified 
earlier for payment. 

In the Bank Allocation window, specify the Instrument Number for each Employee if payment has been made 
by Cheque 


Enter the Narration in Narration field 


= 8 


TallyPrime 


Lally 


POWER OF SIMPLICITY Payroll Management 
[No 8 1Jun-22) 
Wednesday 
Status : Payroll autofill (Salary payment) 
Account > SBI 
Current balance __: 12,10,301.00 Dr 
Particulars Amount 
1,23,649.00 
Fees Seg gs 
Pratik (25,777.00 Dr 
Rajkumar Sharma 
Saptarshi Roy 37,317.00 Dr 
Vipin Kumar 16,990.00 Dr 
Narration: 1,23,649.00, 
Activate Window| 
Go to Settings to activi 


Accept the Screen or press Ctrl+A to save 


PF payment to EPFO 


To record Payment Entry, follow the steps given bellow: Te 
Gateway of Tally >Vouchers > press F5(Payment) wt \ 


Press F2 to set the Date of Payment Entry like 01.06.2022 
Now press Ctrl+F for Autofill and provide required information=as foll o™ 


a \ 


Type of transaction 
Process for 
From (blank for beginning) 


Type of transaction: Payroll Autofill 


"a a 
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POWER OF SIMPLICITY Payroll Management 


Process for: PF Challan 

From (blank for beginning): 1-5-2022 

To (blank for end): 31-5-2022 

Voucher Date: 1-6-2022 

Employee Category: Primary Cost Category 
Employee Group: All Items 

Payroll Ledger: PF Payable 

Bank/Cash Ledger: SBI 


No. 9 


Status : Payroll autofill (PF challan) 
Account : SBI 
Current balance _: 11,96,138.00 Dr 
Particulars 


1, 
Rajkumar Sharma oF 

Saptarshi Roy 1 

Vipin Kumar 1 
Employee's PF Deduction @ 12% 


Vipin Kumar 1,680.00 Dr 


Provide Details : Yes 


Q: Quit A: Accept | | 


7,080.00 


14,163.00] 


ve 


ya oe 
untf PF\pa: 


esto Provide Details and provide required PF Challan Details as follows: 


PF Challan Details 
Cheque / DD No (Been 
Cheque / DD Date > 1Jun-22 
Depositor Name : Tutor Joes Computer Education 
Bank Name > SBI 
BSR Code : 0000147 
Challan Date > 1Jun-22 
Challan Number > 125 


(Note : All the above details will be used in Challan, Forms & Returns) 
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ble for each Employee as well the Total Amount 


mee | . ‘ ; 
reditifg, theBank or Cash Ledger whichever you specified earlier for 


N 
N 
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In the Bank Allocation window, specify the Instrument Number for each Employee if payment has been made 
by Cheque 
Enter the Narration in Narration field 


Accept the Screen or press Ctrl+A to save 


ESI payment to ESIC 


To record Payment Entry, follow the steps given bellow: 
Gateway of Tally >Vouchers > press F5(Payment) 
Press F2 to set the Date of Payment Entry like 01.06.2022 


Now press Ctrl+F for Autofill and provide the required information as follows: 


From (blank for beginning): 1-5-2022 
To (blank for end): 31-5-2022 
Voucher Date: 1-6-2022 


Employee Category: Primary Cost Category 

Employee Group: All Items 

Payroll Ledger: ESI Payable 

Bank/Cash Ledger: SBI 

Tally Prime will automatically capture the Amount of ESI payable for each Employee as well the Total Amount 
of ESI payable for the Month also and crediting the Bank or Cash Ledger whichever you specified earlier for 


payment. 
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POWER OF SIMPLICITY Payroll Management 
No. 10 1Jun-22| 
Wednesday 
Status : Payroll autofill (ESI challan) 
Account : SBI 
Current balance _: 11,95,129.00 Dr 
Particulars Amount 
ESI Payable 1,009.00 
Cur Bal: 0.00 Dr 
Primary Cost Category 
Pratik Sengupta 240.00 Dr 
Rajkumar Sharma 267.00 Dr 
Saptarshi Roy 319.00 Dr 
Vipin Kumar 183.00 Dr 
Employee's ESI Deduction @ 0.75% 1,009.00 
Cur Bal: 


Erinasy Ces category, 240.00 Dr 
Pras Seng| 267.00Dr 
ijkumar Sharma 79/0001 
Saptarshi Roy el 


Vipin Kumar 183.00Dr 


Provide Details : Yes 


Q: Quit l | A:Accept [: Delete |X:Cancel Veh | 


Set Yes to Provide Details and provide required ESI Challan Details as follows: 


ESI Challan Details 
Cheque / DD No ‘[B3se02 | 
Cheque / DD Date > 1-Jun-22 
Bank & Branch Code : SBI, Maniktala 
BSR Code : 0000147 
| Challan Date > 1-Jun-22 
\| Challan Number : 126 
| (Note : All the above details will be used in Challan, Forms & Retums) 


In the Bank Allocation window, specify the Instrument Number for each Employee if payment has been made 
by Cheque 

Enter the Narration in Narration field 

Accept the Screen or press Ctrl+A to save 

Process the other Payment also for Professional Tax Payment, NPS Payment, Income Tax Challan etc., same as 


above (if required). 


Payroll Reports 


To display the payroll reports, follow the steps given bellow: 
Gateway of Tally >Display More Reports >Payroll Reports >Enter 


= ry) 
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POWER OF SIMPLICITY Payroll Management 


You can get various types of reports regarding Payroll like: 


Pay Slip 


Pay Slip for period 1-May-22 to 31-Mar-23 


Rajkumar Sharma 


Employee Number : A001 Tax Regime : Regular Tax Regime 

Function : Marketing Manager Income Tax Number (PAN) : RAJPS8956K 

Designation Manager Universal Account Number (UAN) 2 

Location Kolkata PF account number : WB/CAL/0026974/000/WB-CAL- 
Bank Details : 20030023571, SBI, Maniktala ESI! Number : 568923025 

Date of joining > 1-Apr-22 PR Account Number (PRAN) : 2154873265 

Attendance Details Value 


Earnings Amount Gross Salary Deductions Amount Gross Salary 

Basic Pay 24,194.00 49.500.00 Professional Tax 200.00 

DA 9,678.00 19,800.00 PF 1,800.00 8,316.00 

HRA 6,774.00 13,860.00 

TA 2,419.00 4,950.00 

Uniform Washing Allowance 2,500.00 4,950.00 

Total Earnings 45,565.00 93,060.00 Total Deductions 2,000.00 8,316.00 
Net Amount = 43,565.00 = 84,744.00) 


| Q: Quit | Space:Select |» 


Employee Profile 
[Employees Profle CRT Compute EuCRBOR 


For employee: Rajkumar Sharma 


Basic Information 


Display Name in Report : Rajkumar Sharma 

Under : Marketing 

Employee Number : A001 

Date of Joining > 1-Apr-22 

Designation : Manager 

Function : Marketing Manager 

Location : Kolkata 

Gender : Male 

Date of Birth : 1-Feb-1995 

Blood Group : A Positive 

Father / Mother Name : Sukumar Sharma 

Spouse Name : Tania Sharma 

Bank Name : SBI 

Branch : Maniktala 

Bank A/c Number > 20030023571 

IFS Code > SBINO001715 

Contact Nita > 9876253610 

Address = 120A, Maniktala Main Road 
Kolkata - 700054 

E-Mail ID : rajkumar_sharma@gmail.com 

Tax Regime : Regular Tax Regime (Applicable from 1-Apr-22) 

Income Tax Number (PAN) : RAJPS8956K 

Aadhaar number > 235645780125 

Universal Account Number (UAN) : 

PF Account Number = WB-CAL-0044911-000-0000167 

EPS Account Number > WB-CAL-0044911-000-0000167 

PF Date of Joining > 11-Apr-22 

ESI! Number : 568923025 

ESI Dispensary Name : ESI Hospital 


|@: Quit 


N 
NO 
Ww 
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POWER OF SIMPLICITY Payroll Management 
Payment Advice 
Tutor Joes 


13A, Picnic Garden Road 
3rd Lane 


Kolkata 
Contact : 23566901,9856230147 


Fax : 23568902 
wera: 2uto]0e6.In 
Payment Advice 
Page 1 (A) 
&Jur22 
The Manager 
E> =] 
Dear Sir, 
Advice from Tutor Joes Aic No. 20030023564 for 1 to 31 
Please make the payroll transfer trom above account number to the Delow mentioned account numbers towards 
employee salaries: 


‘Si. NO.|Emp No.| Name of the Employes Account No. Amo ‘Bank Name 
§ 20030023571 43,832.00) SBI 
20030023572 17,173.00] SBI 


List of All Payroll Vouchers 1-May-22 to 31-May-22 
Date Particulars Vch Type Vch No. Debit Credit 
Amount Amount 
31-May-22 Employer's EPS Contribution @ 8.33% Payroll 2 4,916.00 
31-May-22 Employer's ESI Contribution @ 3.25% Payroll 3 1,009.00 


| a 
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POWER OF SIMPLICITY Payroll Management 


Attendance Register 


List of All Attendance Vouchers 


Date Particulars 


Rajkumar Sharma 


Saptarshi Roy Present 
Vipin Kumar Present 
Pratik Sengupta Present 
Saptarshi Roy Over Time 
Pratik Sengupta Over Time 


14-May-22 to 31-May-22 
Vch Type Vch No. Debit Credit 
Amount Amount 


Payroll Statutory Computation 


Payroll Statutory Computation 


Particulars 


Provident Fund 


PF 
Employer's Statutory Contributions 
Employer's EPS Contribution @ 8.33% 
Employer's PF Contribution @ 3.67% 
Employer's Other Charges 
Employee State Insurance 


Employees’ Statutory Deductions 
Employer's Statutory Contributions 
Employer's ESI Contribution @ 3.25% 
National Pension Scheme 
Employees’ Statutory Deductions 
Employer's Statutory Contributions 
Professional Tax 
Empiovec’: Statutory Deductions 
al Tax 
Income Tax 
Employees’ Statutory Deductions 


Grand Total 


41-May-22 to 31-May-22 
Gross Statutory Details Payable Paid 
Amount Percentage Alc No. Amount Amount Amount 


22,536.00 12% A/c No.1 7,080.00 Cr 

7,083.00 7,083.00 
22,536.00 8.33% A/c No.10 4,916.00 Dr 
22,536.00 3.67% A/c No.1 2,167.00 Dr 

1,009.00 1,009.00} 
31,053.00 3.25% 1,009.00 Dr 

630.00 

31,053.00 630.00 Cr 


15,802.00 


|| Q:Quit | 


| B:Remove Line |y:Resto e Line 


foresee hy = ] J | T 


Name & Address of the Factory or Establishment 


EMPLOYEE PROVIDENT FUND SCHEME - Monthly Statement 


: Tutor Joes 
13A, Picnic Garden Road 
3rd Lane 
Kolkata 


: 1-May-22 to 31-May-22 


—_. Employer's Contribution 


PF 
12% ‘ane wae 
6,097.00 | 1,800.00 1,800.00 | 1,250.00] 551.00/ 1,801.00 
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POWER OF SIMPLICITY Payroll Management 


ESI Monthly Statement 


EMPLOYEES’ STATE INSURANCE - Monthly Statement 


Name & Address of the Factory or Establishment : Tutor Joes 
13A, Picnic Garden Road 
3rd Lane 
Kolkata 


Statement for the Period : 1-May-22 to 31-May-22 


Professional Tax Monthly Statement 


PROFESSIONAL TAX - Monthly Statement 
(Professional Tax) 


Name & Address of the Factory or Establishment : Tutor Joes 
13A, Picnic Garden Road 
3rd Lane 
Kolkata 


Statement for the Period : 1-May-22 to 31-May-22 


Income Tax Computation for - Rajkumar Sharma Financial Year: 1-Apr-22 to 31-Mar-23) 
«aj Employee No. : A001 PAN Number : RAJPS8956K Total Income Tax | NIL| 
"| Gender : Male Computed based on : Declared Value Less: Deducted till May-2022 d NIL} 

Date of joining > 1-Apr-22 Computed for the month : May - 2022 Balance Deductible 2 NIL 

Date of Birth > 1-Feb-1995 Assessment Year = 2023 - 2024 Tax Per Month from Jun-2022 : NIL 

Tax Regime = Regular Tax Regime (Applicable from 1-Apr-22) 

S.No. Particulars Amount Amount 
Salary as per provisions contained in Sec 17(1) 1,30, 165.00 


Value of Perquisites u/s 17(2) (as per Form 12BA) 
Profits in lieu of Salary u/s 17(3) (as per Form 12BA) 


2. Less: Allowance to the extent exempted U/s 10 7,000.00} 
Other Eamings/Allowances (Fully Exempt) 7,000.00 

3. Balance (1 - 2) 1,23,165.00) 

4. Deductions U/s 16 50,200.00) 
Standard Deduction 50,000.00 
Professional Tax (Tax on Employment) 200.00 

5. Total Income from Salary (3 - 4) 72,965.00] 


6. Add: Other Income declared by Employee 
Other Income (House Property / Other Source) / Interest on Housing Loan 

Gross Total Income (5 + 6) 72,965.00] 

Deductions under Chapter VI-A 9,360.00) 
Investments (U/s 80C, 8OCCF, 80CCG, etc.) 9,360.00 
Others (U/s 80D, 80DD, 80E, etc.) 


eon 


Balance Tax Payable/Deductible (12 -13) 


|. a:auit Venter:conig I i J I T I I 
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POINT OF SALE (POS) 


O WHAT IS POINT OF SALE (POS) 
O POS SYSTEM 
O HOW DOES A POS SYSTEM WORK 


O POINT OF SALE IN TALLY PRIME 
O POS WITH MULTIPLE MODE OF PAYMENT 
O POS WITH SINGLE MODE OF PAYMENT 


aw 
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POWER OF SIMPLICITY Point of Sale (POS) 
What Is Point of Sale (POS)? 
A Point of Sale (POS) is technically a system in a retail store from which you conduct the sale of physical 
goods. In a store, a POS is where the checkout happens, orders are processed and bills are paid. The “point of 
sale” refers to the time and place where a retail transaction occurs. These transactions can occur either online or 
in person. Point-of-sale systems allow businesses to accept and process payments from customers. Some 


systems provide inventory management functionality and other features as well. 


POS System 


A POS System is the overall hardware and software system used for billing in a POS Store. It usually consists 


of the following units for displaying the order total, product weight, etc. and other hardware u or scanning 


product barcodes, a printer for receipts and a cash register. 
In today’s times, card readers have also become an integral part of a POS system. 
Here’s what a POS system typically contains: 

e A display unit to show the billing 

e A keyboard/touch screen device to select products and enter data 

e Barcode scanner to scan billed objects 


e A Printer to print the receipt 


e Cash register — for storage of cash obtained during sales 


e A software interface to complete the process 


o———————_ Display Unit 


Receipt Printer 


POS Terminal 


Ss] 
Cash Register a | ~~ Barcode Scanner 
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How Does a POS System Work? 


A point-of-sale system guides customers through a series of steps that end with a successful purchase. In most 
cases, it works in the following way: 

A customer selects item(s) to buy- The buyer either physically presents the products at the checkout kiosk in 
the store or views their digital shopping cart with the intent to finalize their payment. 

The POS system prices the item(s)- The business’s POS tool tallies the total cost of the customer’s item(s), 
including applicable tips and sales taxes. Often, businesses use POS software that provides discount 
management tools. These allow companies to keep track of how customers apply coupons and promo codes. 
The customer pays- Customers typically pay using credit cards, cash or checks. Therefore, POS systems often 
include corresponding hardware such as cash drawers, card or check readers and receipt printers. While online 


stores lack the need for hardware components, their point-of-sale systems usually include plugins or apps that 


make it possible for customers to pay using credit cards, PayPal or even Cryptocurrencies like B 
The POS system completes the transaction- The software runs calculations that determine 
owes and the exact change that may be due. At this point, a cashier or the automated machi 
returns any change. Internet shoppers get taken to a post-purchase page with their relevat 


shipping information. In most cases, customers receive a confirmation email. 


Point of Sale in Tally Prime 


To record Point of Sale transactiomin\ Tally Prime; fir 


To creatéPOS Voucher type, follow the steps given bellow: 


Gateway of Tally >Create >Voucher Type >Enter 

Or, Altt+G (Go To) >Create Master > Voucher Type >Enter 
Name: POS Billing 

Select type of voucher: Sales 

Abbreviation: POS 

Activate this Voucher Type: Yes 

Method of voucher numbering: Automatic 


Use advanced configuration: Yes 


TallyPrime 
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Activate this Voucher Type : Yes 


Ise 2 Use for POS invoicing : Yes 
Method of voucher numbering = Automatic Message to print (1) : Thank You....Visit Again 
Use advanced configuration : Yes 
= Message to print (2) : Once Goods sold is not 
z m refundable 
Allow cerc-walued transacnons Ne Default title to print = Tax Invoice 
Allow narration in voucher : Yes 
Provide narrations for each ledger in voucher =: No Sefaior . Wee 


Enable default accounting allocations : No 


ES TS SS a SS Ts a 


Specify the Voucher Numbering as per your choice 
Allow narration in voucher: Yes 

Print voucher after saving: Yes 

Use for POS invoicing: Yes 

Message to print (1): Thank You....Visit Again 
Message to print (2): Once Goods sold is not refundable 


Default title to print: Tax Invoice 


Create required Ledgers for POS Invoicing as follows: 
Gateway of Tally >Create >Ledger> Enter 
Or, Go To (Alt+tG) >Create Master> Ledger>Enter 
On ledger creation screen, create the following ledgers: 
i. Sales (POS) 

1. Name: Sales (POS) 

2. Under: Sales Account 

3. Inventory values are affected: Yes 

4 


Is GST applicable: Applicable 


N 
Wo 
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Ss Ts (cs Ts Ss cca 


5. Set/Alter GST Details: No 
6. Type of Supply: Goods 
7. Accept the Screen or Press Ctrl+A to save 


ii. Party Ledger 


1. Name: Vikash Saxena * io 


Maintain balances bill-by-bill = 
Default credit period 3 
Check for credit days during voucher entry 

values are affected 


. Under: Sundry Debtors 


2 
3. Maintain balances bill-by-bill: Yes 
4. State: West Bengal 

5. Country: India 


| 1 
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6. Pin: 721401 
7. PAN/IT No.: AADCB2230M 
8. Registration type: Regular 
9. GSTIN/UIN: 19AADCB2230M1ZQ 


10. Set/Alter GST details: No 
11. Provide Address and Bank Details as required 


12. Accept the Screen or press Ctrl+A to save 


iii. Central Tax Ledger 
1. 


Name:Central Tax 


| Mailing Details 
4 Duties & Taxes lpane 
(Current Liabilities) “Address 
Type of duty/tax : GST 
Tax type : Central Tax 
values are affected : No 
Cost centres are applicable No 
Percentage of calculation 0% 
hod ¢ Not Applicable 
_Banking Details 
a | Provide bank details 
Is TDS applicable ¢ Undefined PANAT No. 
Is TCS Applicable ¢ Undefined 


Opening Balance (on 1-Apr-22) : 


Total Opening Balance 


65,88,450.00 Dr 
34,00,000.00 Cr 

Difference 

31,88, 450.00 Dr 


5. 
6. 


iv. State Tax Ledger 


1. 


2 
3 
4. 
5 


TallyPrime 


Percentage of calculation: 0% 


Accept the Screen or press Ctrl+A to save 


Name:State Tax 
Under: Duties & Taxes 
Type of duty/tax: GST 
Tax Type: State Tax 


Percentage of calculation: 0% 
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POWER OF SIMPLICITY Point of Sale (POS) 


6. Accept the Screen or press Ctrl+A to save 
v. Gift Voucher 


1. Name:Gift voucher 


Maili 
Under Name 
(Current Assets) edoaa 
Maintain balances bill-by-bill MED 
Default credit period 
Check for credit days during voucher entry - No 
Inventory values are affected = No oe west bor oel 
Cost centres are applicable No Country India 
Pincode 
P Banking Details 
Statutory Details Provide bank details No 
Is TDS Deductable : No Tax istration Details 
Is TCS Applicable : No PANIIT No. 
Registration type Unregistered 
or | GSTIN/IUIN 
Set/Alter GST details No 
Opening Balance (on 1-Apr-22): 500.00 Dr 


eS Es a Ss CS a 


2. Under: Sundry Debtors 

3. Maintain balances bill-by-bill: GST 

4. Accept the Screen or press Ctrl+A to save 
vi. Bank Ledger for Credit/Debit Cards 

1. Name: ICICI Bank-Credit Card 

2. Under: Bank OD A/c 


= 233 
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A/c Holder’s Name:Tutor Joes 
A/e No.: 222333005930 
IFS Code:ICIC0001932 
Branch: Maniktala 
BSR Code: 0000149 


ee NAA KR & 


Note: , £0 3 “ . \ 
e For Gif SNe the ledger eated under Sundry Debtors Group 
£C® 


yan era (Debit Cards, thi ective Bank Ledger should be created under Bank account or Bank 


@D/OCC 

e For Payment through Cheque/DD, the respective Bank Ledger should be created under the group Bank 
Accounts or Bank OD/OCC 

e For Cash, the Ledger should be under group Cash-in-Hand 


N 
wo 
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Stock Item Creation for POS 


Create required Stock Items for POS Invoicing as follows: 


To create stock item, follow the steps given bellow: 


Gateway of Tally >Create >Inventory Masters >Stock Item >Enter 
Or, AlttG >Create Master >Inventory Masters >Stock Item >Enter 


I 
2. 
3. 
4. 
3: 
6. 


TallyPrime 


Name:Oats 


Under:Primary 


Category:Not Applicable 


Set 
Name Units | Components si See, Tikees oe Godown Rate 
(BOM) Applicable GST Supply | Quantity 
Oats Nos No Applicable Yes Goods 100 Nos | Maniktala | 75.00/Nos 
Rice Nos No Applicable Yes Goods 100 Nos | Maniktala | 73.00/Nos 
Noodles Nos No Applicable Yes Goods 100 Nos | Maniktala | 78.00/Nos 
Flour Nos No Applicable Yes Goods 100 Nos | Maniktala | 110.00/Nos 
Wheat Nos Yes Applicable Yes Goods 100 Nos | Maniktala | 103.00/Nos 


Units:Nos (Specifying UQC as NOS by altering this, if not specified earlier 
GST Applicable: Applicable 
Set/Alter GST Details: Yes 


7. Description:Food Items 


8. HSN/SAC:23567845 


7a. 
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9. Is non-GST goods: No 

10. Calculation type: On Value 
11. Taxability: Taxable 

12. Integrated Tax: 18% 

13. Central Tax: 9% 

14. State Tax: 9% 

15. Type of Supply: Goods 


16. Provide Opening Balance as required 


ES LT ET 
17. Accept te Sexi sCtrl+A satel 
Recording Trafattio i Foy CE 


POS Invoice entry with Multiple Modes of Payment 


Leto POS Invoice follow the steps given bellow: 
Gateway of Tally >Vouchers >F8>POS Billing 
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Or, Alt+tG (Go To) >Create Voucher >F10 (Other Vouchers) >POS Billing 

Now provide the required details as follows: 

Godown: Maniktala 

Party A/c name: Vikash Saxena 

Sales Ledger: Sales (POS) 

Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan details 

Press Alt+A for Tax Analysis to get GST details, Tally Prime will calculate the amount of Central and State 
GST as per the GST Rate specified in the Stock Item GST details screen 


GST - Tax Analysis 


Particulars Taxable Value Tax rate Duty/Tax Value 


Oats (23567845) 
Item Value ( Sales Value 850.00 ) 
Central Tax 


Rice 
Item Value ( Sales Value 2,075.00 ) 
Central Tax 


Noodles 
Item Value ( Sales Value 2,640.00 ) 
Tax 


State Tax 


Flour 
Item Value ( Sales Value 2,400.00 ) 
Central Tax 
State Tax 


Wheat 
Item Value ( Sales Value 2,260.00 ) 
Central Tax 


As per Calculation 
As per Transaction 


Sele Stat Tax ledger, GST amount will captured automatically 

Now press Alt+I to navigate from Single Mode Payment to Multi Mode Payment and select specific ledger for 
specific type of payment as follows: 

Gift Voucher: Gift Voucher 

Amount: 500 

Credit/debit card:ICICI Bank-Credit Card 

Amount:5000 

Card no.:43755 10234767989 

Cheque:SBI 

Amount: 5000 


Bank Name:State Bank of India 
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Cheque no.:235681 

Cash:Cash 

Amount: Balance Payable amount captured automatically 

Cash Tendered: 1600 

Balance:Balance Refundable amount captured automatically i.e., 34.50 
Enter the Narration in Narration field 


Accept the Screen or press Ctrl+A to save 


No. POS_INV/001/22-23 
‘Godown = MANIKTALA 
Party A/cname =: Vikash Saxena 
Sales Ledger _—- Sales (POS) 
Current balance > 


Tally Prime will ask you to Print the 6 aa 


: Tax Invoice 

: Microsoft Print to PDF 

> Letter (8.50" x 10.98") or (216 mm x 279 mm) 

: (8.50" x 10.98") or (216 mm x 279 mm) 
a 


Ecco) Good) Eee) 


Click on Preview buttion to view the POS Invoice 
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POWER OF SIMPLICITY Point of Sale (POS) 
Tutor Joes 
13A, Picnic Garden Road 
3rd Lane 
Kolkata 
GSTIN/UIN: 19AABCS1429B1ZR 
State Name : West Bengal, Code : 19 
Contact : 23568901 9856230147 
Fax : 23568902 
E-Mail : tutorjoes@gmail.com 
www.tutorjoes.in 
Tax Invoice 
Bill No. : POS_INV/001/22-23 Time : 19:41 hrs 
Date : 31-3-2023 
Buyer (Bill to) : Vikash Saxena 
Address : Srirupa Road, Contai, 
Mi 
GSTIN/UIN : 19AADCB2230M1ZQ 
SI Description HSN/SAC Qty Rate Amount 
1 Oats 23567845 10 85.00 850.00 
2 Rice 25 83.00 2075.00 
3 Noodles 30 88.00 2640.00 
4 Flour 20 120.00 2400.00 
5 Wheat 20 113.00 2260.00 
10225.00 
Central Tax 920.25 
State Tax 920.25 
Total 105 = 12065.50 
CGST @9% On 10,225.00 920.25 
SGST @9% On 10,225.00 920.25 
Total 1,840.50 
Gift Voucher : 500.00 he 
Cr/Dr Card : 5000.00 
Card No 2 XXXX XXXX XXXX 7989 D 
Cheque : 5000.00 
Cheque No. : 235681, State Bank of India 
Cash : 1565.50 
Cash Tendered : 1600.00 
Balance é 34.50 
Total Paid 12065.50 
We declare that this invoice shows the actual price of the goods described and that all particulars are true and correct. 
Thank You....Visit Again 
Once Goods sold is not refundable 
ev~ 
Th above. 
afl 
POS Invoice entry with Single Mode of Payment 
oe 


To record POS Invoice follow the steps given bellow: 


Gateway of Tally >Vouchers >F8>POS Billing 


Voucher Type 


Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > POS Billing 
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owen or simeuretry Pint Of Sale (POS) 
Now provide the required details as follows: 
Godown: Maniktala 
Party A/c name: Vikash Saxena 
Sales Ledger: Sales (POS) 
Specify the Item, Quantity, Rate,Godown allocation along with Order, Challan details 
Press Alt+A for Tax Analysis to get GST details, Tally Prime will calculate the amount of Central and State 
GST as per the GST Rate specified in the Stock Item GST details screen 


GST - Tax Analysis 


Particulars Taxable Value Tax rate Duty/Tax Value 


Oats (23567845) 
Item Value ( Sales Value 850.00 ) 
Central Tax 
State Tax 


Rice 
Item Value ( Sales Value 2,075.00 ) 


Central Tax 
State Tax 


Noodles 
Item Value ( Sales Value 2,640.00 ) 
Tax 
State Tax 


Flour 
Item Value ( Sales Value 2,400.00 ) 
Central Tax 
State Tax 
Wheat 
Item Value ( Sales Value 2,260.00 } 


As per Calculation 
As per Transaction 


Now press Alt+I to navigate from Multi Mode Payment to Single Mode Payment and select Cash for payment 
by Cash only as follows: 


Cash:Cash 

Amount: Payable amount captured automatically 

Cash Tendered: 12100 

Balance: Balance Refundable amount captured automatically, i.e., 34.50 
Enter the Narration in Narration field 


Accept the Screen or press Ctrl+A to save 
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105 Nos 12,065.50) 


‘Cash : Cash 12,065.50 Cash tendered = 12,100.00 Balance - 34.50 


Tally Prime will ask you to Print the Invoice: 


: Tax Invoice 


: Microsoft Print to PDF 


: Letter (8.50" x 10.98") or (216 mm x 279 mm) 
: (8.50" x 10.98") or (216 mm x 279 mm) 
=o 


Click on Preview buttion to view the POS Invoice 
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POWER OF SIMPLICITY Point of Sale (POS) 
Tutor Joes 
13A, Picnic Garden Road 
3rd Lane 
Kolkata 


GSTIN/UIN: 19AABCS1429B1ZR 
State Name : West Bengal, Code : 19 
Contact : 23568901,9856230147 
Fax : 23568902 
E-Mail : tutorjoes@gmail.com 
www.tutorjoes.in 


Tax Invoice 
Bill No. > POS_INV/002/22-23 Time > 15:33 hrs 
Date : 31-3-2023 
Buyer (Bill to) : Vikash Saxena 
Address : Srirupa Road, Contai, 
Midnapore 
GSTIN/UIN : 19AADCB2230M1ZQ 
S| Description HSN/SAC Qty Rate Amount 
1 Oats 23567845 10 85.00 850.00 
2 Rice 25 83.00 2075.00 
3 Noodles 30 88.00 2640.00 
4 Flour 20 120.00 2400.00 
5 Wheat 20 113.00 2260.00 
10225.00 
Central Tax 920.25 
State Tax 920.25 
Total 105 % 12065.50 
CGST @9% On 10,225.00 920.25 
SGST @9% On 10,225.00 920.25 
Total 1,840.50 
Cash : 12065.50 
Cash Tendered 7 12100.00 
Balance : 34.50 
Total Paid 12065.50 


We declare that this invoice shows the actual price of the is described and that all particulars are true and correct. 


Thank You....Visit Again 
Once Goods sold is not refundable 


The POS Invoice preview will shown as above. 
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DISCOUNT COLUMN 
IN INVOICE 


O DISCOUNT FOR EACH ITEM WITHOUT LEDGER 


O DISCOUNT FOR EACH ITEM WITH LEDGER 
O RECORDING SALES INVOICE WITH DISCOUNT 


\S 
Hi 


i) 
\ 


O GENERATE INVOICE WITH DISCOUNT COLUMN”) 


O GENERATE INVOICE WITH ATTRACTING 
DISCOUNT AS ADDITIONAL CHARGE 


Lally 


POWER OF SIMPLICITY 


Discount Column in Invoice 


Discount Column in Invoice 
In regular business, you need to give a discount to the Buyer on the Sale of Goods. May this discount is more 


satisfactory to the Buyer. 


Tally Prime allows you to add a Discount Column in the Invoice. You can give the Stock Item wise discount in 
the Invoice. 

Item wise discount in Tally Prime 

For Example: 

“iPhone XS’ MRP Price is Rs. 65,000 but the offer price is Rs. 53,950. In Tally Prime, at the time of entering 
Invoice, just enter the MRP Price i.e., Rs. 65,000 and in Discount Column specify the discount percentage i.e., 
17%. The net price will be captured automatically by Tally Prime after deducting the discount. e 

Discount for each Item — without Ledger 

To provide Discount for each Item, follow the steps given bellow: 
Enabling Discount Column for Invoice 


Gateway of Tally >F11 >Inventory >Use Discount column in invoices >Yes Enter 


Accept the Screen or press Ctrl+A to save 


Taxation 
Enable Goods and Services Tax (GST) 
Enable Tax Deducted at Source (TDS) 
Enable Tax Collected at Source (TCS) 
Senet esas a) 


Sangeet 


Online Access 
Enable Browser Access for Reports 


Accounts 
Enable multiple Price Levels 
Enable 


Payroll 

Maintain Payroll 

Enable Payroll Statutory 

Others 

Enable multiple addresses 
modified vouchers 


Yes 
Yes 
Yes 
No 
Yes 
Yes 
No 
Batches No : 
Es ee > No Enable Tally. NET Senices for Remote Access & Synchronisation - 
> No 
No 
No 
[Yes] 
No 


Use separate Actual and Billed Quantity columns in invoices : 


Recording Sales Invoice with Discount 


To record Sales Invoice, follow the steps given bellow: 
Gateway of Tally >Vouchers >F10 (Other Vouchers) >Sales >Enter or Press F8 
Or, Alt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Sales >Enter 

1. Party A/c name: Almas Smart Point 
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2. Provide Delivery Note No (Select from the List of Tracking Numbers), Party details as required 
3. Sales ledger: Select the Sales Ledger 
4. In Item Allocation window, Specify the Item, Quantity, Rate,Godown allocation along with Order, 
Challan details 
5. In ‘Disc%’ Column, specify the discount percentage, i.e., 17%, the Amount will be captured 


automatically after deducting discount. 


Item Allocations for - IPhone XS 
Godown Quantity Rate per Disc % 


Tracking No. > # Not Applicable Order No.- # Not Applicable 


1Pcs 53,950.00 


) 
6 
6. Press Alt+A for Tax Analysis to get GST details, Tally Pritne wil ele Ye amount of Central and 


State GST as per the GST \\ in the-Stock ItenyG Cant: screen 
so 


eof 


GST - Tax Analysis 


IPhone XS (23568901) 
Item Value ( Sales Value 53,950.00 ) 
Central Tax 
State Tax 


Q: Quit 


7. Press ‘Esc’ to go back to the Sales Invoice screen 


& 
(on) 
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POWER OF SIMPLICITY Discount Column in Invoice 
8. Select Central Tax ledger, GST amount will captured automatically 
9. Select State Tax ledger, GST amount will captured automatically 
10. In Bill-wise Details, select ‘New Ref? and provide the Invoice Number Sal_ Alm/002 


11. Enter the Narration in Narration field 


as No. 9 31-Mar-23 
Friday 

Party A/c name: Almas Smart Point 

Current balance 1,94,700.00 Dr 

Sales ledger : Sales 

Current balance 1,65,000.00 Cr 

Name of Item Quantity Rate per Disc % Amount 

IPhone XS 1 PCS 65,000.00 PCS 17% 53,950.00 

Central Tax 4,855.50 

State Tax 4,855.50 
1PCS 63,661.00 

Q:Quit Le IEE _Jaaccest | li Jp: Delete | X:Cancel Veh 


12. Accept the Screen or press Ctrl+A to save 


Tally Pime will 


To generate Tax Invoice: 


Gateway of Tally >Day Book >Select the Sale Invoice >Enter 


Now press Ctrl+P to Print >Preview 


If Discount Column is not appeared in the Printed Invoice, then before taking Preview, click on ‘Configure’ 
button or press F12 to ‘Configure’ and set the option “Show Discount %” to Yes. 


Accept the Screen by pressing Ctrl+A. 
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Show Rate of Duty for Stock Items 
Show Item-wise GST details 
Show GST Rate (in %) 

HSN/SAC 


‘Show Tax Invoice in Base 
‘Show Tax Amount for Export Invoice 


Discount Column in Invoice 


Tally Prime will bring you back to Print Screen 


Now click on Preview button to get the Tax Invoice with Discount % Column 


‘Voucher Printing 


Tutor Joes Computer Education 


: Tax Invoice 

: Microsoft Print to PDF 

> Letter (8.50" x 10.98") or (216 mm x 279 mm) 
: (8.50" x 10.98") or (216 mm x 279 mm) 
eh 
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Tax Invoice 


: 19AADCB2230M1ZQ 
: West Bengal, Code : 19 


: 19AADCB2230M1ZQ 
: West Bengal, Code : 19 


ee eee 


23568901 65,000.00 17% 
Central Tax 
State Tax 


eS | 


Amount Chargeable (in words) E&0.E 
INR Sixty Three Thousand Six Hundred Sixty One Only 
| Rate | 


Declaration 

We declare that this invoice shows the actual price of the 
goods described and that all particulars are true and 
correct. 


This is a Computer Generated Invoice 


The ‘Tax Invoice with Discount Column’ will shown as above 
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Discount for each Item — with Ledger 


To provide Discount for each Item follow the steps given bellow: 


Disable Discount Column for Invoice 


If Discount Column is already enabled, then first disable it as follows: 


Gateway of Tally >F11 >Inventory >Use Discount column in invoices >No >Enter 


Accept the Screen or press Ctrl+A to save 


Taxation 

Maintain Accounts : Yes Enable Goods and Services Tax (GST) : Yes 

Enable Bill-wise entry : Yes Enable Tax Deducted at Source (TDS) : Yes 

Enable Cost Centres > Yes Enable Tax Collected at Source (TCS) 2k) 
i : Enable Value Added Tax (VAT) : 


Enable Excise 
Enable Service Tax 


= Online Access 
Enable Batches = Enable Browser Access for Reports : Yes 
: Enable Tally NET Senices for Remote Access & Synchronisation - 


nvoice w » al 


Gateway of Tally >Vouchers >F10 (Other Vouchers) >Sales Enter or Press F8 
Or, Altt+G (Go To) >Create Voucher >F10 (Other Vouchers) > Sales Enter 


Now in Sales Invoice, press F12to ‘Configure’ set the option ‘Provide Cash/Trade Discount’ to Yes. 


Accept the Screen by pressing Ctrl+A. 
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Discount Column in Invoice 


Provide Dispatch, Order, and Export details 
Provide Order details 
Provide Export details 
Select common Ledger Account for Item Allocation 
Use default Bill-wise details for Bill Allocation 
Provide Additional Descriptions for Ledgers 
Provide Additional Descriptions for Stock Items 


Show list of Cost Centres 
Show list of Employees 


Bank Details 
Use default Bank Allocations 
Remove Bank Date while altering Reconciled Voucher 
Tax Details 
Provide Rate Inclusive of Tax for Stock Items 
Calculate Tax on Current Subtotal 
(else calculations are on Inventory Total only) 
GST Details 
Modify Tax Rate details of GST 
Allow Tax difference up to 
Actual versus Computed Tax 
TCS Details 
Use TCS Allocations 


Now in the Sales Invoice screen provide details as follows: 


1. Party A/c name: Almas Smart Point 
2. Provide Delivery Note No (Select from the List of Tracking Numbers), Party details as required 
3. Sales ledger: Select the Sales Ledger 5 
4. In Item Allocation window, Specify the Item, Quantity, Rate,Godown allocation“dlong with ; 
Challan details ra e 
5. Amount will captured automatically aaie ot 
6. A ‘Dicount’ field bellow the. yock Item Namewi ap G 
| Vs 
7. Specify the Percentage(Gh Disco ntie., aK vs 
8. Thea nquse dk Disco atCalcula ecg Smatically 
o a 
Sales No. 10 31-Mar-23 
\N ray 
Party A/c name - Almas Smart Point 
a 
Current balance (2,18,950.00 Cr 
Name of Item Quantity Rate per Amount 
IPhone XS. 1PCS 65,000.00 PCS 65,000.00 
‘Discount -[A7%] 
en OnE! 
Narration: 1Pcs 65,000.00 
CS a ee I aaa Ens SS 
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9. The Invoice Amount will be shown as usual 1.e., without deducting Discount 
10. Now after item allocation in List of Ledger field press Altt+C and create Discount Ledger as follows: 
Name: Discount 
Under: Indirect Incomes 


Type of Ledger: Discount 


Name > Discount 
(alias) = 
Details 
Under Indirect Incomes 
values are affected : No 

Type of Ledger [Biscount 
Cost centres are applicable : No 
Statutory Details > No 
ls GST applicable : # Not Applicable 

Set/Alter GST Details : No 
Is TDS applicable : # Not Applicable 
Is TCS Applicable : ¢ Not Applicable 
Include in assessable value calculation for <= # Not Applicable 


i 


Accept the Screen by pressing Ctrl+A. ove 
11. Select Discount Ledger from the list <n 


12. The Amount of Discount a automatically 


13. Press Alt+A for ahiecor = get’GST rah will calculate the amount of Central and 


A the Stock Item GST details screen 


State GS 


\N Taxable Value Tax rate Duty/Tax Value 


IPhone XS (23568901) 
Item Value ( Sales Value 53,950.00 ) 53,950.00 

Central Tax 9% 4,855.50 
State Tax 


Q: Quit 
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16. Select State Tax ledger, GST amount will captured automatically 
17. In Bill-wise Details, select ‘New Ref? and provide the Invoice Number Sal_ Alm/003 


18. Enter the Narration in Narration field 


_————s No. 10 31-Mar-23} 
Friday| 

Party A/c name =: Almas Smart Point 

Current balance 2,58,361.00 Dr 

Sales ledger i 

Current balance > 2,18,950.00 Cr 

Name of Item Quantity Rate per Amount 

IPhone XS 1 PCS 65,000.00 PCS 65,000.00) 
Discount eer 11,050.00 

Discount ()11,050.00) 

Central Tax 4,855.50} 

State Tax 4,855.50) 

Narration: 1PCS 63,661.00) 

| A:Accept jp Delete 


19. Accept the Screen or press Ctrl+A to save 


Note: The GST @ 18% should be calculted on discounted value i.e., on Rs._33% 


To geriérate Tax Invoice: 
Gateway of Tally >Day Book >Select the Sale Invoice >Enter 


Now press Ctrl+P to Print >Preview 


Note that, the ‘Discount %’ column will not appear in the Printed Invoice, because you have already set ‘No’ 


the option “Use Discount column in invoices” under Company Features. 
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Tax Invoice 


Tutor Joes 

13A. Picnic Garden Rosd 

3rd Lane 

Kolkata 

GSTIN/UIN: 1S4A4ABC8142981Z2ZR 
State Name: West Bengs!l. Code: 19 
beep ae 3856230147 


: 19AADCB2230M1ZQ 
: West Bengal, Code : 19 


: 194ADCB2230M1ZQ 
: West Bengal, Code : 19 


A os eel are (ed eel al Merl 


23568901 65,000.00 
Discount 
Central Tax 
State Tax 


pT PCS] | 63,661.00 


Amount pitt das (im words) E.&0.E 
INR pitt das Three Thousand Six Hundred Sixty One Only 


ee 
Value Rate | Amount | Rate | Amount Paya 


23568901 53,950.00] 9%] 4,855.50] 9%] 4.855.50| 9,711.00 
po Total] 53,950.00] | 4,855.50] | 4,855.50] 9,711.00) 


Tax Amount (in words) - INR Nine Thousand Seven Hundred Eleven Only 


Declaration 

We declare that this invoice shows the actual price of the 
goods described and that all particulars are true and 
correct. 


This is a Computer Generated Invoice 


The ‘Tax Invoice’ with Discount as additional charge will show as above 
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O BACKUP AND RESTORE COMPANY DATA 


O BACKUP COMPANY DATA 
O DATA RESTORE IN TALLY PRIME 
O RESTORE COMPANY DATA 
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Backup and Restore of Company Data 


‘Backup and Recovery’ describes the process of creating and storing copies of data that can be used to protect 
organizations against data loss. This is sometimes referred to as operational recovery. Recovery from a backup 
typically involves restoring the data to the original location, or to an alternate location where it can be used in 
place of the lost or damaged data. 

The purpose of the backup is to create a copy of data that can be recovered in the event of a primary data 
failure. Primary data failures can be the result of hardware or software failure, data corruption, or a human- 
caused event, such as a malicious attack (virus or malware), or accidental deletion of data. Backup copies allow 
data to be restored from an earlier point in time to help the business recover from an unplanned event. 

A proper backup copy is stored in an additional medium can be as simple as an external drive, USB drive etc. 


or can be in the same location as the primary data or at a remote location. 


Data Backup in Tally Prime 


This is one of the most useful options in Tally.ERP9, every company should use this option we 
days once, because if any Tally related file was lost, then you have to record all missing busine 


again in Tally, it will take time to record again, instead of this if you would have been taken data backup. 


wo 


frequently then you can easily restore the recent data file and you will continue with the currenttf 


6 Se pyGRer While you are taking backup, 
Tally Prime will automati fo capture the defatlt th. Yotfcan 
To specify the consti Hs Path, Tans given bellow: 


Gateway fay Press Alt+¥ (Data) ata Path >Company Backup Path Enter 


\N 


Setting Company Backup Path 


Before taking Company Backup, you can set the default 


Iso change the path whenever required. 


Specify the Company Backup Path using “Specify Path” or “Select from Drive” 
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HE 


If the corresponding Folder in the specific location does not exist, Tally Prime will ask you to on screen, 
supply ‘Yes’ to create it then select the path from the list. 
The default path will be set as follows: 


Data Path Configuration Tutor Joes Computer Education x 
Data Path Configuration 


List of Configurations 


Press Es” to go back to main screen. 


Backup Company Data 


To take Backup of Company Data, follow the steps given bellow: 
Gateway of Tally >Press Alt+Y (Data) > Backup Enter 


Backup Companiesscreen will appear- 


Backup Destination Path:The Default backup path will capture automatically. You can also change the 
Destination Path from the ‘List of Folder’ 
Now select the required Company(s) of which you want to take backup 


Accept the Screen to Proceed 
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Select Companies for Backup 
Backup Destination Path : F:\TALLY BACKUP 
Company Name 


Tutor Joes Computer Education 


At last, the backup file will be stored in the specific backup folder named TBK900_10016.001. 


Data Restore in Tally Prime 


This is one of the important options provided by Tally Prime. Generally, in real time environme e to 

reasons like data corruption, system crash and other technical issues there may be c s to lo func 

data files, due to this you have to take data backup frequently otherwise co. NY. 
va the recent dated data 


backup file when the file was IOs AVA 


ateway of Tally >Press Alt+Y (Data) >Restore> Enter 


Restore Companiesscreen will appear- 


Restore Destination Path: Specify the Location where you want to restore your Company Data. The default 
location will be captured automatically from where the companies are running in your system. You can also 
change the Destination Path from the List of Folders/Data location. 

Now select the Company(s) which you want to restore 


Accept the Screen to Proceed 
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Backup and Restore 


At last, the Company Data File will be restored in the specific location. 
You can open the Company by pressing Altt+F3(Select) from the List of Companies. 


a | 258 
SS 


TallyPrime 


wy 
7) i 


| i 


O ADVANTAGES OF SPLITTING OF DATA 


6 O DISADVANTAGES OF SPLITTING OF DATA 
O PREREQUISITIES FOR SPLITING COMPANY 
DATA 
O VERIFY COMPANY DATA 


= O SPLIT COMPANY DATA 
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Split Company Data 

Data splitting in Tally Prime is very important after the completion of the financial year. Data splitting means 
separation of two financial year of the company data. Data splitting help you to avoid creating a new company 
for every financial year. If you create a new company for the new financial year, then you will have to go a long 
way i.e., creating all the new ledgers, new groups along with their opening balances etc. otherwise there will 
not be consistency in the financial reports. So, the best solution is to split company data between two different 


year. It will also speed up your software and it will require less spaces. 


Advantages of Splitting of data 


e Reduce data size. Multiple-year tally data will tend to make tally work slow. Splitti 


will reduce data size and increase the speed. 

e Secure old data and start work in a different folder. Splitting of data will ensur 
data of the previous year. 

e Maintain separate folders for each financial year. 

e After Splitting, new number series for tax invoices can be started. If anyone wants 
the number series for billing in the New Year, then he can do that from Ist April. Th 


number series should be started from Ist April. 


company. 


e Security setup will b 


_After Splitting, two. ompanies with different financial years are created. If auditing work is 
done in the first company, changes need to be done in the split company as well. 
e Any changes are done in the previous company, then the opening balance needs to be entered 


manually. 


Prerequisites for Splitting Company data 


Before splitting the data, the user must ensure that: 
e A backup of the data. 


e All unadjusted forex gains/losses have been fully adjusted by recording journal entries. 
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e No purchase/sales bills are due. Check the Profit & Loss A/c and inventory statements 
(purchase/sales bills pending). You have to account them in the respective party accounts or in 
the bills pending account. 
e The company data is verified to ensure that no errors occur during splitting using the Verify 
Company Data option 
Important points to remember 


e The Split from date is based on the existing data and is considered as the beginning of the 
current financial year. 
e Once the company data is split, two separate companies will be created and opened, without 


any changes to the original data. 


e After the split, all the three companies act as separate companies. You can makWrtries, 


display reports, and alter any data in these companies. 


e Ifrequired, you can alter the names of the companies that are created as a resu plitting. 


Verify Company Data 
You may want to split the company data at the end of the current financial year or at the beginning of < 


next financial year when the data size becomes huge. While splitting the data based e , 
rrect them 


To verify Company Data follow the steps given bellow: CO 


Gateway of Tally >Press_A A pli eri t SO 


and then split the data. 
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Select the Company to verify from the ‘List of Companies’ and press Enter 


Verify Company Data 


Company Name :|iutor Joes Computer Education | 
(After verification, you can see the errors that might occur 
while splitting Company Data.) 


Accept the Screen to proceed 


If errors are reported, ‘List of Errors’ window will appear as bellow: 


“0 


List of Errors Total 


A 


Q: Quit 


Ensure to correct them & then proceed further. 
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Split Company Data 


If no errors reported, window will appear as bellow: 


List of Errors 


Once 'No Error(s) Found' is prompted, only then one must proceed further. 


Now Split Company Data as follows: | 
eo 


Before Split Company Data, take Backup of your company data. This is important. 


Gateway of Tally >Press Alt+Y (Data) >Split >Split Data >Enter vn ew 
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Split Company Data 


Split Company Data screen will appear as follows: 


Company Name 


1-Apr-23 
Teumis ete Ge ee ee ake ee .) 
(You can select a date between 2-Apr-22 and 1-Apr-23; Recommended date is 1-Apr-23) 


The following Companies will be created 
Name of First Company -: Tutor Joes Computer Education -( from 1-Apr-22 ) 
Name of Second Company: Tutor Joes Computer Education - ( from 1-Apr-23 ) 


Accept the screen to proceed 


Tally Prime will ask you for “Continue to split company Data?” 


Supply ‘Yes’ to continue. 
This will take a few minutes..... 


If data is of high volume and if there is any error in the data, the splitting pr 


another one with new financial year. : we sae C ny re 


@ 
Kien eta eo ina Spelin the Gateway of Tally screen as follows: 


You can see the newly cr’ 


CURRENT PERIOD CURRENT DATE 
41-Apr-22 to 31-Mar-23 Friday, 31-Mar-2023 
" NAME OF COMPANY DATE OF LAST ENTRY 
.) Tutor Joes Computer Education - (from 1-Apr-23) No Vouchers Entered 
Tutor Joes Computer Education 31-Mar-23 
Tutor Joes Computer Education - (from 1-Apr-22) 31-Mar-23 
Tutor Joes Computer Education - (from 1-Apr-23) No Vouchers Entered 
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Alternatively, Gateway of Tally >press Alt+F3 (Select) >List of Companies 


You can identify the newly created companies with their financial period as follows: 


C:\Users\Public\Tally.ERP9\Data 
ha 
Aniket & Brothers 
DATSON TTRADERS & CO. PVT. LTD. 
HS 
Kajal&Niva Com 
Kousiki and Kajal 
NANDINI & BROTHERS PVT. LTD. 
Nitesh/bishal Co. 
PSP PVT. LTD. 
Piyali & Nandini Associates & Co. 
Priyankashaw Pvt.Ltd 
SOMA & BROTHERS PVT.LTD. 
Samsung Pvt. Ltd_ 
TALLY SOLLUTION PVT. LTD. 


1-Apr-18 to 31-Mar-19 
41-Apr-21 to 31-Mar-22 


a = 
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What is Group Company? 

Group company is about to making more than one company into a Single Company. That is, let’s say a 
Company is doing different business. There may be Profit for the Company in a business, at the same time there 
may be Loss for the Company in another business. However, if all the businesses are combined, we need to 
know if the Company is running in Profits or Losses. Tally Prime will help you to know the actual Financial 


Status of the Company through the Group Company feature. 


For example, ‘Tutor Joes Group of Companies’ is an industrial company that operates different businesses 
like Tutor Joes Computer Edutech, Tutor Joes Kids International and Tutor Joes Engineering College. Let’s say 
the Tutor Joes Group of Companies creates companies differently in Tally Prime and maintain accounts in 
relation to businesses run by them. The industrial company has the profit and loss in any cee However, 
the Group Company option is used to determine whether the Tutor Joes Group of Ganipante: will run in 


profits or losses as a whole. 


Another advantage in Tally Prime is that the Profit and Loss of the business run by the one can be 


compared to one business with another. So, that we can know the financial status of our Group a ae _ 


Create Group Company in Tally Prime - <— 
a ae -¢ 
To create Group Company, follow the steps given bellow: _— aa oO 


1. Gateway of Tally >press Alt+F3 "4 en eee which you want to include 
in your Group Compiiny a ie 
£ fa a a“ 
2. Now WRC ee rae 
CS a ri L y 4 
Company Creat screen will appear, a ; 


AS 


ay F2: Period 
* | Company Data Path : C:\Users\Public\Tally.ERP9\Data F3: Company ‘ 
“*) Company Name 7 Financial year beginning from > tApr.22 
Books beginning from 21-Apr-22 
Mailing Name : Ing -Apr- F4 
Address F5 
F6 
FT 
F8 
s A F9 
State : # Not Applicable 
F410 
Country : India 
Pincode 
Telephone R:Group Company 
Mobile 
Fax 
E-mail 
Website 
Base Currency symbol ee, 4 Show amount in millions : 
Formal name : INR Number of decimal places 2 
Suffix symbol to amount : No Word representing amount after decimal < paise 
Add space between amount and symbol : Yes Number of decimal places for amount in words : 2 
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Group Company 


3. In Company Creation screen, press Alt+R(Group Company)to create Group Company 


4. In Group Company Creation screen, provide required informations as follows: 


Company Name: Tutor Joes Group of Companies 
Mailing Name: Tutor Joes Group of Companies 
Address: 13A, Picnic Garden Road 

3rd Lane 

Kolkata 

State: West Bengal 

Country: India 

Pincode:700039 

Telephone: 23568901 a 
Mobile: 9856230147 

Fax: 23568902 

E-Mail: tutorjoes@gmail.com 


Website: www.tutorjoes.in 
Member Companies: Tutor Joes Computer Edutech 
Tutor Joes Engineering College 


Tutor Joes Kids International 


5. Press Ctrl+A to save or Accept the screen to proceed 


The Group Company creation is complete. 
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Now in the Gateway of Tally screen, your Group Company (in Bold format) will appear along with the 


Member Compaies as bellow: 


CURRENT PERIOD CURRENT DATE 
1-Apr-22 to 31-Mar-23 Friday, 31-Mar-2023 
NAME OF COMPANY DATE OF LAST ENTRY 
Tutor Joes Group of Companies 
Tutor Joes Group of Companies 
Tutor Joes Computer Edutech 31-Mar-23 
Tutor Joes Engineering 31-Mar-23 
Tutor Joes Kids International 31-Mar-23 


Kajal 
NANDIN'& BROTHERS PVT. LID. 
Nitesh/bishal Co. 
PSP PVT.LTD. | 
Piyali & Nandini Associates & Co. 
D PvtLtd 


Priyankashaw 
SOMA & BROTHERS PVT. LTD. 
Pvt. Ltd. 


1-Apr-18 to 31-Mar-19 
TALLY SOLLUTION PVT. LTD. 1-Apr-18 to 31-Mar-19 
TALLY SOLLUTIONS CO. PVT. LTD. : 1-Apr-18 to 31-Mar-19 


1-Apr-22 to 31-Mar-23 
1-Apr-18 to 31-Mar-19 
1v 


Note that, Tally Prime will mark your group company as ‘Group Company’ at the extreme right. 
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View Consolidated Financial Result in the Group Company 


Now you can see the consolidated Balance Sheet or Profit & Loss statement in the Group Company as follows: 
Open the Group Company then open Balance Sheet or Profit & Loss A/c. Report from Gateway of Tally. 
Consolidated Balance Sheet: 


Tutor Joes Group of Tutor Joes Group of 
Companies Companies 
Liabilities as at 31-Mar-23 Assets as at 31-Mar-23 
Fixed Assets 35,85,000.00 

Reserves & Surplus 2,55,000.00 FURNTITURE 10, 20,000.00 

EQ. SHARE CAPITAL 25, 50,000.00 LAND & BUILDING 12,15,000.00 

PREF. SHARE CAPITAL 22,50,000.00 PLANT & MACHINERY 13,50,000.00 
Loans (Liability) 25,35,000.00 Investments 6,00,000.00 

Bank OD A/c (-)10,000.00 FIXED DEPOSIT WITH SBI 3,00,000.00 

LOAN FROM HDFC 15,00,000.00 NSC VIII 3,00,000.00 

LOAN FROM ICICI 10, 45,000.00 Current Assets 1,86,51,637.05 
Current Liabilities 69,63,854.05 Closing Stock 75, 98,235.00 

Duties & Taxes 38,116.00 Loans & Advances (Asset) 7,50,000.00 

Sundry Creditors 78, 23,900.00 Sundry Debtors 58, 11,344.00 

EMPLOYEE'S CONTRIBUTION TO EPF (-)45, 758.52 Cash-in-Hand 17,67,512.00 

EMPLOYEE'S CONTRIBUTION TO ESI ()641.95 Bank Accounts 27,24,546.05 

Employee's PF Deduction @ 12% Misc. Expenses (ASSET) 45,000.00 

ESI PAYABLE (2,781.62 PRILIMINERY EXPENSES 45,000.00 

OUTSTANDING RENT 36,000.00 

OUTSTANDING SALARY 45,000.00 

PF PAYABLE (-)45, 758.56 

SALARY PAYABLE (-)8,84,221.30 
Profit & Loss A/c 11,12,083.00 

Opening Balance 9,09,000.00 

Current Period 2,03,083.00 
Difference in opening balances 72,15,700.00 

Total 2,28,81,637.05 Total 2,28,81,637.05 |” 

[| 9: Quit T | Space: Select ] I i] I T |B: Remove Line ] 


Consolidated Profit & Loss A/c: 


Tutor Joes Group of Tutor Joes Group of 
Companies Companies 
Particulars 1-Apr-22 to 31-Mar-23 Particulars 1-Apr-22 to 31-Mar-23 
Opening Stock 80,49,700.00 Sales Accounts 77,08,800.00 
Purchase Accounts 64,53,500.00 Closing Stock 75,98,235.00 
Direct Expenses 52,500.00 
Gross Profit c/o 7,51,335.00 
1,53,07,035.00 1,53,07,035.00 
| Indirect Expenses 17,66,152.00 Gross Profit b/f 7,51,335.00 
| met Pte 2.03,083.00 indirect incomes 12,17,900.00 
Total 19,69,235.00 Total 19,69,235.00 
|| 9: Quit | Jspace:Select | | | B:Remove Line _|U:Restore Line | 


You can press Alt+F5 to get the report in detail format. 
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Compare the Reports of Member Companies in the Group Company 


Group Company 


To view the company wise financial status of the Member Companies in the Group Company, follow the steps 


given bellow: 


Open the Group Company 


Open the Balance Sheet or Profit & Loss A/c Report whatever you want 


1 
2 
3. Now press AIt+N (Auto Column) 
4 


Select Member Companies form ‘Column Details’ and press Enter 


The Profit and Loss or Balance Sheet statement of the Member Companies in the group company will open by 


columns 


Column wise Profit AY ps Statement of Member Companies 


tor 


foam |_| Ysreceseee (PP i) 1] |] | ] Remove tine | Jur Restore tne | 


TallyPrime 


Tutor Joes Computer Edutech Tutor Joes Engineering Tutor Joes Kids International 
WN Particulars 1-Apr-22 to 31-Mar-23 1-Apr-22 to 31-Mar-23 14-Apr-22 to 31-Mar-23 
Trading Account: 
Cost of Sales : 2,80,400.00 33,38,532.50 33,38,532.50 
Opening Stock 1,55,000.00 39,47,350.00 39, 47,350.00 
Add: Purchase 11,74,500.00 26,39,500.00 26,39,500.00 
Less: Closing Stock 10,66,600.00 32,65,817.50 32,65,817.50 
2,62,900.00 33,21,032.50 33,21,032.50 
Direct Expenses 17,500.00 17,500.00 17,500.00 
Gross Profit 79,600.00 (3,35,867.50 335,867.50 
Income Statement: 
Indirect Incomes 90,000.00 6,88,950.00 4,38,950.00 
1,69,600.00 10,24,817.50 7,74,817.50 
Indirect Expenses 2,95,750.00 735,201.00 7,35,201.00 
Nett Profit : (91,26,150.00 2,89,616.50 39,616.50 
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Column wise Balance Sheet Statement of Member Companies 


Group Company 


Tutor Joes Computer Edutech Tutor Joes Engineering Tutor Joes Kids International 
College 
as at 31-Mar-23 as at 31-Mar-23 as at 31-Mar-23 

Sources of Funds: 
Loans (Liability) 6,75,000.00 9,30,000.00 9,30,000.00 
Current Liabilities 6,00,788.05 (31,81,533.00 31,81,533.00 
Profit & Loss A/c 1,76,850.00 5,92,616.50 342,616.50 

Opening 03,000.00 3,03,000.00 3,03,000.00 

Current Period (-)1,26, 150.00 2,89,616.50 (39,616.50 

Total 31,37,638.05 63,89,149.50 61,39,149.50 
Application of Funds: 
Fixed Assets 11,95,000.00 11,95,000.00 11,95,000.00 
Investments 2,00,000.00 2,00,000.00 2,00,000.00 
Current Assets 17,77,638.05 85,61,999.50 83,11,999.50 
Misc. Expenses (ASSET) 15,000.00 15,000.00 15,000.00 
Difference in opening balances (950,000.00 (-)35,82,850.00 (935,82,850.00 

Total 31,37,638.05 63,89, 149.50 61,39,149.50 

Space: Select 


Compare the Reports of Member Companies along with Group Company 


bellow: 


1. Open the Group Company af 
2. Open the Balance Sheet or Profit & Loss A/c Report whatevér you nO 
3. Now press Alt+C (New Column) ow 
4. Select the Membes Companies one't sats of Companies’ and press Enter 
Create Company 
Select Company 
‘Shut Company 
Tutor Joes (10023) 
Tutor Joes Group of Companies (10025) * 
Tutor Joes Kids International (10024) 
Q: Quit A: Accept 
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Column wise Profit and Loss Statement of Member Companies along with Group Company 


Tutor Joes Group of Tutor Joes Computer Edutech Tutor Joes Engineering Tutor Joes Kids International 
Companies College 
Particulars 1-Apr-22 to 31-Mar-23 1-Apr-22 to 31-Mar-23 1-Apr-22 to 31-Mar-23 1-Apr-22 to 31-Mar-23 
Trading Account: 
| Sales Accounts 77,08,800.00 3,60,000.00 36,74,400.00 36,74,400.00 
Cost of Sales : 69,57,465.00 2,80,400.00 33,38,532.50 33,38,532.50 
Opening Stock 80,49, 700.00 1,55,000.00 39, 47,350.00 39,47,350.00 
Add: Purchase Accounts 64,53,500.00 11,74,500.00 26,39,500.00 26,39,500.00 
Less: Closing Stock 75, 98,235.00 10,66,600.00 32,65,817.50 32,65,817.50 
69,04,965.00 2,62,900.00 33,21,032.50 33,21,032.50 
Direct Expenses 52,500.00 17,500.00 17,500.00 17,500.00 
Gross Profit 7,51,335.00 79,600.00 3,35,867.50 3,35,867.50 
Income Statement: 
Indirect Incomes 12,17,900.00 90,000.00 6,88,950.00 4,38,950.00 
19,69,235.00 1,69, 600.00 10,24,817.50 7,74,817.50 
Indirect Expenses 17,66,152.00 2,95,750.00 7,35,201.00 7,35,201.00 
Nett Profit 2,03,083.00 (-)1,26,150.00 2,89,616.50 39,616.50 


Space: Select 


Column wise Balance Sheet Statement of Member Companies along with Group Company 


Tutor Joes Group of Tutor Joes Computer Edutech Tutor Joes Engineering Tutor Joes Kids International 
Companies College 
as at 31-Mar-23 as at 31-Mar-23 as at 31-Mar-23 as at 31-Mar-23 

Sources of Funds: 
[Capital Account, 50,55,000.00 16,85,000.00 16,85,000.00 16,85,000.00 
Loans (Liability) 25,35,000.00 6,75,000.00 9,30,000.00 9,30,000.00| 
Current Liabilities 69,63,854.05 6,00, 788.05 31,81,533.00 31,81,533.00| 
Profit & Loss A/c 11,12,083.00 1,76,850.00 5,92,616.50 3,42,616.50| 

Opening Balance 9,09,000.00 3,03,000.00 3,03,000.00 3,03,000.00 

Current Period 2,03, 083.00 ()1,26,150.00 2,89,616.50 39,616.50 

Total 1,56,65,937.05 31,37,638.05 63,89,149.50 61,39, 149.50) 
Application of Funds: 
Fixed Assets 35,85,000.00 11,95,000.00 11,95,000.00 11,95,000.00| 
Investments 6,00,000.00 2,00,000.00 2,00,000.00 2,00,000.00! 
Current Assets 1,86,51,637.05 17,77,638.05 85,61,999.50 83,11,999.50| 
Misc. Expenses (ASSET) 45,000.00 15,000.00 15,000.00 15,000.00 
Difference in opening balances ()72,15,700.00 (-}50,000.00 ()35,82,850.00 (-)35,82,850.00| 

Total 1,56,65,937.05 31,37,638.05 63,89,149.50 61,39, 149.50| 
[a: Quit Tt Tspace:Select_ 1-1 T I | L [R: Remove Line [>]: Restore Line In] 


Modify the Group Company 


For the purpose of expanding the Business, you can start a New Business Unit. On the other hand, for the 
purpose of reducing cost, you can also wind up any Business Unit which going in Loss for a certain period of 
time. 


In Tally Prime, you can also Add or Remove any Member Company in or from a Group Company. 


TallyPrime 
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Addition of New Member Company 
To Add New Member Company in the Group Company follow the steps given bellow: 
1. Gateway of Tally >press Alt+F3 (Select) >Open the New Company which you want to 
include in your Group Company 


2. Again press Alt+F3(Select)>Open the Group Company 
Now press Alt+K (Company) > Alter>Select the Group Company and press Enter 


A a | 
& 


4. Inthe Member Companies field, select the New Company fromthe, “List of Companies’ 


(Changes will be effective only when you reload the group company.) 
Q: Quit A: Accept 


Accept the screen or press Ctrl+A to save 


To see the changing effect please reload the Group Company. 
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Remove a Memeber from a Group Company 
To Remove a Member Company from a Group Compay, follow the steps given bellow: 
1. Gateway of Tally press Alt+F3 (Select) >Open the Group Company 
2. Gateway of Tally >press Alt+K (Company) > Alter> Enter 


3. Select the Group Company from ‘List of Companies’ and press Enter 


4. Now in the Member Companies field, select the Compan 


wa and press 


Space Bar 
(hed ‘List of Companies’, which you 


5. Inthe blank area ttre other ce 


ges 


ist 
nn ..¢X€cept the secon Ee Ctrl+A to save 


Note: You can select the Companies from any other Drive or Location also which you want to behave as a 
Member Company in your Group Company. Ensure that the Base Currency Symbol and the Formal Name are 


same in the Member Companies and the corresponding Masters have the same Names across companies. 
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Company Name : Tutor Joes Group of Companies 
Select Company 
Mailing Name : Tutor Joes Group of Companies 
Address : 13A, Picnic Garden Road 
3rd Lane (10024) 
Kolkata 
State West Bengal 
Country India 
Pincode 700039 
Telephone (23568901 
Mobile 9856230147 
Fax > 23568902 
E-mail : tutorjoes@gmail.com 
Website www.tutorjoes.in 
Members companies 
Tutor Joes Engineering College 
Tutor Joes Kids International 


(Changes will be effective only when you reload the group company.) 


To see the changing effect please reload the Group Company. 


Delete Group Company 


Member Companies. 
To delete a Group Company, follow the steps given bellow: ew 
1. Gateway of Tally >press Alt+F3 (Select) >Open-thé Gro ry 


3. Select the Group Company from ‘List of Companies’ and press Enter 


= 6 
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4 
5 
6. 
7 
8 
9 


Group Company Alteration screen will appear 
Press Alt+D to delete the Group Company 
Tally Prime will ask you to “Delete Yes or No?” 
Supply Yes to Delete 


Tally Prime will ask your confirmation “Are you sure Yes or No?” 


Supply Yes to Confirm it 


Group Company 
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O WHAT IS COMPANY LOGO 


O COMPANY LOGO IN TALLY PRIME 
O GENERATE TAX INVOICE WITH COMPANY 
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Company Logo 

Printing a Logo of your company in the Sale Invoice or Tax Invoice is a good practice for every business. Even 
a small scale business takes advantage of it. The Client has a feeling that your company is a professional one. 
As a part of standardization of your business organization, you can add a company logo in your Invoices. A 


good looking Invoice can earn customer trust and appreciation, which help you in the long run of the business 


maintaining a good customer relationship. 


Company Logo in Tally Prime 


To place Company Logo in Tally Prime Sale Invoice follow the steps given bellow: 
1. Place your Company Logo in any Folder of your Computer. 


For Example E:\Tally Prime 


Note: Ensure that the Logo File should be in JPEG or BMP format 
Recomended Logo size is 96 pixels in Width and 80 pixels in Height. 


Bisel "Manage Tally Prime = 
Home Share View Picture Tools 


€ 4 |) EXTally Prime v/|o Search Tally Prime 


gh Quick access 
HB Desktop 

} Downloads 
B Documents 
{© Pictures 

i] Data 

| Exam Pending 
( PRITHWISH 
() TALLY PRIME BOOK 


COMPANY 
LOGO 


*** % *% 


@ OneDrive 
GW This Pc 
B30 Objects 
Ml Desktop 
B Documents 
} Downloads 
d Music 
{=} Pictures 
Videos 
‘ie WINDOW'S 7 (C:) 
= CD Drive (D:) 
te New Volume (E:) 
= WINDOW'S 10 (F:) 


@® Network 


Titem 


| ae | P& Type here to search 
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2. Gateway of Tally >press Alt+E (Export) >Configuration > Enter 
3. Under ‘Company Details’, Select “Include company logo (applicable to Print/Export/Email) 


and press Enter 


FATALLY PRIME\TALLY PRIME (2.0) 
Yes 


FATALLY PRIME\TALLY PRIME (2.1) 
Export base currency symbol along with the amount 
I 


Header Information 

Top Margin of Reports (in Inches) 
‘Show Date Range of Report 

‘Show Date and Time of Reports 

Show Date and Time of Voucher printing 
on Details 


pan 


Include company logo (applicable to Print/Export/Email): Yes 


Image Path: Specify Image location where logo is placed 


Image File Name: Specify the Logo:ktle Name withré ctensi¢g nter 


: ex a 


‘Company Logo 7 — —_ Tutor Joes Computer Education — 


Company Details 
Include company logo (applicable to PrinuExpotiEmail): [Mes | 
Image Path : E:\Tally Prime 
Image File Name = COMPANY LOGO.jpg 
- Only BMP and JPEG file formats are supported. 
- Recommended file size is 96 pixels in width by 80 pixels in height. 
- Company Logo can be printed only on specific reports and vouchers. 


N 
0 
(o) 
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You will come back again to the Configuration screen 


General 
Location of Import/Export Files 
Open file after export 


Banking 
Folder path for Payment Instructions 
Additional Information 


FATALLY PRIME\TALLY PRIME (2.0) 
Yes 


FATALLY PRIME\TALLY PRIME (2.1) 


Export base currency symbol along with the amount No 

Header Information 

Top Margin of Reports (in Inches) 0.50 
Show Date Range of Report Yes 


‘Show Date and Time of Reports 
‘Show Date and Time of Voucher printing 
Details 


Now open any Sale Invoice and take 8print to 


Gateway of tas =>sélect 


alteration screen wil foear 


ow press Alt+P (Print) >Current >Enter >Preview 


TH 


ice and press Enter 


Alternatively, you can press Ctrl+P for Print and then select Preview to get the Invoice 


The Logo will get printed on the Top-Left side of the Invoice 
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Tax Invoice 


rae se fo searzs | 
— Picnic Garden Road 10 31-Mar-23 


Kolkata Delivery Note Mode/Terms of Payment 
GSTIN/UIN: 19A48C8142981Z2R 

State Name: West Bengal. Code : 

Contact : 23568901.9856230147 

Fax : 23568502 

E-Mail : tutorjoesdmomali.com 

www .tutorjoes.in 


: 19AADCB2230M1ZQ 
: AADCB2230M 
: West Bengal, Code : 19 


: 19AADCB2230M1ZQ 
: AADCB2230M 
: West Bengal. Code : 19 


Amount Chargeable (in words) 
INR Sixty Three Thousand Six Hundred Sixty One Only 


| SS™*é‘“‘;S™S™C~*é‘“#(NCéCWVotali{’ 53,950.00] ‘(| 4,855.50] ‘| 4,855.50) 
Tax Amount (in words) - INR Nine Thousand Seven Hundred Eleven Only 


Company's Bank Details 

Alc Holder's Name: Tutor Joes Computer Education 
Bank Name : State Bank of India 

Alc No. : 20030023564 

Branch & IFS Code: Sealdah & SBIN0235689 


This is a Computer Generated Invoice 


The Tax Invoice with Company Logo will appear as above 
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